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ABSTRACT 

This document contains Handout materials for 
workshops on integrating basic skills with technical and vocational 
education courses. A general section lists findings from a review of 
literature and four instructor competencies needed in integrated 
programs. Hater ials are grouped according to the three tasks of the 
project. For Task I, which was to develop materials related to two 
basic skills encompassed by two tasks, the following materials are 
provided: instructor's roles relations of occupations to divisions , 
competencies , and tasks; course outlines* task analysis worksheet? 
course outline format; Texas Educational Assessment of Minimum 
Skills; crosswalk of prerequisite academic skills; prerequisite 
skills for postsecondary programs and common core skills; and 
worksheet for identifying basic skills. For Task II, which was to 
identify the relationship of basic skills to occupational tasks, the 
materials include handouts on combining academic and vocational 
teachers, worksheet for application of basic skills, and sample 
occupation-to-lessons matrices. For Task III, which involved 
developing instructional materials that help students understand the 
application of basic skills to occupational tasks, the handouts 
include pretests and posttests, 32 instructional activities , and a 
worksheet for activities showing the relationship of basic skills to 
occupational tasks. A bibliography listing 202 items completes the 
packet. (KC) 
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Findings From Hie Review Of Hie literature Which Support Hie 
Concept Of Integrating Basic Skills Instruction 
And Technical/Vocational Instruction 



Empirical evidence indicates that the application of logic and assignment 
of specific tasks to students can enhance the transfer of knowledge. 
Another aspect of this transfer is the concurrent use of mathematics, 
communications, interpersonal relations, and reasoning skills across 
vocational areas. 

Instructors should demonstrate to students how specific academic skills 
apply to specific occupational skills. 

Instructors should strive to help students realize that academic skills are 
transferable to many occupational areas. 

The thinking and problem solving skills of adults can be developed more 
readily if they can comprehend the relationships between what they are 
learning and how the learning can be used. 

Students who understand the application of the basic sktfls are far more 
likely to remember and use the basic skills effectively than if they rely on 
rote memorization. 

Research recommends the use of teaching strategies that cause the content 
being taught and the application of the content for specific purposes to be 
presented concurrently. 

At the community college level academic and technical/vocational courses 
should be sequenced to provide for the development of basic skills that are 
prerequisite to specific courses of occupational instruction. 

Counselors and instructors must inform students of the purpose and values 

of prerequisite and concurrent "academic" courses for technical/vocational 
courses. 

Math-related courses make surprisingly large contributions to developing 
math proficiency. These results provide strong evidence that the teaching 
of math can be improved through application. 
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The National Assessment of Vocational Education has empirically tested 
the idea that high school vocational education contributes to the students' 
academic skills and assessed its potential for a greater contribution to the 
development of their academic skills. 

Since individuals have different learning styles, some students may learn 
academics more easily in an applied context. 

The main emphasis of current adult education technology is in the 
direction of developing instructional strategies for involving the adult 
students in an ever-deeper process of self-diagnosis of their own needs for 
continued learning. 

Integrating basic skills with vocational education is restructuring the 
delivery of instruction in such a manner that students connect the basics 
to real-world applications and apply the basics in vocational courses. 

Competency Comprehension This principle of instruction deals with an 
instructor's familiarity with the competency to be taught. The more 
clearly an instructor comprehends a competency being taught, the more 
likely that students will achieve the competency. 
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Four Instructor Competencies 
Essential To The Integration Of 
Basic Skills And Technical/Vocational Instruction 



Ability to modify unusual behavior of students which may have 
resulted in academic failure 

Ability to remove the perceived raise assumptions regarding the level 
of basic skills needed tor success in the technical/vocational program 
(courses). 

Ability to identify the level of basic skills needed by students to master 
the technical/vocational instruction in which they can succeed. 

Ability to identify the level of basic skills needed by students to 
master specific technical/vocational instruction in which they are 
enrolled. 



TASK I 
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Taskl Objective 
Participant teams (one basic skills instructor and one occupational instructor 
per team) will identify two basic skills used in the performance of two 
occupational tasks performed by a student in an occupational course. The 
two tasks for which the two basic skills are to be identified will be selected 
by the occupational instructor. This task will be performed using (1) the 
instructions provided by the workshop presenter; (2) lesson plans and/or 
course outlines of the occupational team member, and (3) the worksheet 
provided by the workshop staff. A minimum of two basic skills for each of 
the two selected tasks shall be identified and written on the worksheet 
Thirty minutes will be allowed for the completion of this task. 



Divisions (Rotes, Fanctiaos, Duty Areas) 



Tl-4 



Program Planning, 
Pcwnoymcct, and 
Evaluation , 







l 




Competency- Based 
instruction , 



1. Primary Roles (Function-Duty Areas) 

2. Secondary Rotes (Function-Duty Areas) 
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RELATIONSHIP OF OCCUPATION TO DIVISIONS AND COMPETENCIES 



Tl-5 



Occupation 
(Position of employment) 



Occupational 
Division 1 
(Duty Area) 



Occupational 
Division 2 
(Duty Area) 



Occupational 
Division 3 
(Duty Area) 



Occupational 
Division 4 
(Duty Area) 



etc. 



Competencies 
1 

2. 
3. 
4. 

etc. 



Competencies 

1. 

2. 

3. 

4. 

etc. 



Competencies 

1. 

2. 

3. 

4. 

5. 

6. 

etc. 



Competencies 
1. 

etc. 
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Relationship of Occupation and Division to Competencies and Tasks 
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Occupation 
Electronics 



Occupational 
Division 
Television Rep ? ir mffn 



Competency 1 

A. Determine wire size 

B. Determine fuse size 

Tasks 

1 . Using a wiring diagram, the student will determine 
wire size with 90 percent accuracy. 

2. Using a wiring diagram, the student will determine 
fuse size with 90 percent accuracy. 
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Competency 2 

A. Record tester readings 

B. Record meter readings 

Tasks 

1 . Using testers, the student will record on the 
attached form the appropriate readings with 100 
percent accuracy. 

2. Using meters (V.O.A.), the student will record on 
the attached form the appropriate readings with 
TOO percent accuracy. 

/ 5 
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Section of a Course Outline (walk through example) 



Course Title: 



Occupational Task 



Theory or Related 
Information 



/ 

Communication skills 



Mathematical Skills 



1. Using wiring dia- 
grams, the student 
will determine wire 
and fuse sizes with 
90% accuracy 



A. 



c. 

D. 

E. 



Safe installation of 
electrical acces- 
sories and liability 
Wire size chart 
Fuse capacity chart 
color coding 
Diagrams/Schematics 



A. Find, read, and 
understand informa- 
tion written on the 
12th grade level 

B. Use a thesaurus 

C. Use appropriate 
definition for words 
with more than one 
meaning 

D. Carry out correctly 
written or oral in- 
structions 

E. Read and interpret 
job-related forms 

F. Read and understand 
short notes, memos 
and letters 

G. Read and understand 
graphs, charts, and 
tables 



A. 



B. 



C. 



D. 



E. 

W • 
G. 



Write whole numbers 
from written text 
(six thousand three = 
6003) 

Use arithmetic oper- 
ations to solve word 
problems with whole 
numbers 

Perform arithmetic op- 
erations usir.g correct 
hierarchy 

Translate a mixed num- 
ber into improper 
fraction and reverse 
Read and write per- 
cents 

Compute percents 
Use concepts of per- 
cent, base and rate 
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Section of a Course Outline (walk through example) 



Course Title: 



Occupational Task 


Theory or Related 
Information 


Communication skills 


Mathematics Skills 


2. Using meters 
(V.O.A.) and 
testers, the student 
will record on the 
attached form the 
appropriate readings 
with 100% accuracy 


A. Voltmeter 

1. Theory of opera- 
tion 

2. Meter connections 

3 . Uses 

B. Ammeter 

1. Theory of opera- 
tion 

2. Meter connections 

3 . Uses 

C. ohm meter 

1. Theory of opera- 
tion 

2. Meter connections 

3 . Uses 

D. Safety precautions 

E. Induction meters 
P. Voltage probe 

G. Continuity tester 


A. Find, read and 
understand infor- 
mation written on 
the 12th grade level 

B. Use a thesaurus 

C. Use appropriate 
definition for 
words with more 
than one meaning 

D. carry out correctly 
written or oral 
instructions 

E. Read and interpret 
job-related forms 

F. Read and understand 
short notes, memos 
and letters 


A. Write whole numbers 
from written text 
(six thousand three = 

6003} 

B. Use arithmetic oper- 
ations to solve word 
problems with whole 
numbers 

C. Perform arithmetic 
operations using 
correct hierarchy 
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Example of Worksheet Used In Performing A Task Analysis 



Occupational Etfvi 
Competency #: 
Task #; 


** om Course Title: 

Competency Statement 

, Task Statement: 


Steps 


Tools, Equipment, Materials 


Theory or Related Information 


Safety 


Attitude - Ethics 


list each step, 
manipulative 
activity, essential 
to performing the 
task 


List all tools, equipment and /or 
materials needed to perform 
the task 


1. list all information, theory or 
related, needed to perform the task, 
the task. 2. List academic skills - 
math, English, science that will he 
used Identify academic skills that 
should haw been acquired previous to 
learning the task and those which 
should be developed concurrently with 
the learning of the task. 


List knowledge 
or practice needed 
for a safe performance 
of the task Safety 
in relation to the 
individual performing 
task and safety 
to or of the object 
for which the task is 
being performed. 
Legal safety 
requirements. 


(list attitudes and 
or ethics critical to 
the performance of 
the task) 



r 
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One Example of • Formal for a Base Course Outline 



Occupation; Instructor of postsecondary technical/vocational program. Functional Area; Plan, Implement, and evaluate Competency-Based Instruction. 
Competency: Conduct an Occupational Analysis. Task: Identify and list competencies for one course of the program. 

Task Instructional Objective; to the competencies of one occupational course of the technical/vocalional 

program which you teach. Your performance of tins task will be evaluated jontfy by you and a workshop reJurcTpe^n 
by comparing your list of competencies with a list of competency statement jaracteristics. ^ ^ 



Instructional Content 



Information and 
SkiBs to be Acquired 



Studcnts-Instructor 
Activities 



References 



Evaluation 



Identifying and listing 
course competencies 



Information 

1. Fundamentals of 
identifying and listing 
occupational competen- 



cies 



1. Select course 

2. Review results of 
occupational analysis 

3. list competencies for 
course 



Instructor 

Present instructional 
content using lecture, 
transparencies, and 
student information sheets 



Instructor 
Demonstration 



Performs skills 1, 2, and 3 



Student Information Sheets 
Organizing the content for 
a CBE Program: Module 
K-2 



Course syllabus 
Bask course outline 
Program curriculum 
job or task inventories 
of occupation for which 
instruction is offered 



Each workshop 
participant will, 
during the 
workshop, list the 
competencies of one 
occupational course. 
A relationship of 
the competencies 
for course must be 
made with the 
divisions of the 
occupation and one 
task of any one of 
the occupations. 
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TEXAS EDUCATIONAL ASSESSMENT OF MINIMUM SKILLS 
GRADE 9 READING 
List of Objsctives 

Skill Area; Main Idea 

Objective 1. Identify the main idea. 

Skill Area: Word Meaning 

Objective 2. Identity the meaning of words with academic and practical 
applications. 

Skill Area? Detail 

Objective 3. Identify specific details. 
Objective 4. Identify the sequence of events. 

Skill Area; Inference 

Objective 5, Draw logical conclusions. 

Objective 6. Distinguish between fact and opinion. 

Objective 7. Identify cause-and-ef feet relationships. 

Objective 8. Identify an accurate generalization from a given series of details 
and/or assumptions. 

Objective 9. Identify the author's point of view and/or purpose. 

Skill Area? Reference Usage 

Objective 10. Identify the appropriate reference source. 
Objective 11. Use graphic sources to get information. 
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SKILL AREA: MAIN IDEA 



Objective 1 

Idenr * f the ideju 
Deicrintinn „ f Teat itgn, 

^-^Ih^ reading .election foiloved by 

Description nf choices 

1- Each answer choice will k« - , 

'«-ing ..lection? ta.«r choice. rel " e * t » Ch « content of th. 

cn0 "es vtU be no more than 20 words in length. 

choice.. For . .eUct '„ ffSS Cne IS re J" ti, " , " th " 

the correct enewer will Dereehr^. ^! ■ ? dea ia Bt,,tei in on « sentence, 

■election. For a .elect 1™ ^ *'" I J»"V«« .entente from the 

».wer wiU repre%e"t le th« 0 i fflpi rerm.in he i".? inplied ' °" 

3- An incorrect an.wer choice -ey be onB of the following cypes : 

" S^ffitig? ' "" ement th " £ » contradicted Dy information 

"* o^ceT^n^ \ h " a il\LT™ nt " <» '« »«ro„, 

•election, or (2) too h™!J i *»>Portant information in the 

vie-point'then'?, P^e^tel'in^'.eSn.^r * 

" IncfsST n tte t r..*di* g , . C :^' th 't "\»*~ information not 

the .election. * " electlon contain, at lee.t one concept from 

*. Each set of answer choices „:n . . 

Ueet two of the c.tegor", deLribad •/""r*^ choie " tr ™ « 

8 ries described in number 3 above. 
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Example of Test Item* 

Head the following passage* Then answer the question. 



The late 1870's saw the growth of a peculiar industry in Texas. The bones 
of buffaloes killed for their hides were gathered and shipped off to large 
cities* There they were ground up to make fertiliser, to bleach sugar, and 
to ssake bone china. They were also cut into buttons. 

Many poor people became bone pickers. For about sixty years, they 
gathered piles of bones all over Texas to sell to dealers, who made a nice 
profit shipping lae bones off on long wagon trains or on railroad cars. 
Thus, this bustling industry contributed to the development of railroads in 
the state. 

It took 100 buffaloes to make a ton of bones, and a ton sold for between 
eight and twenty-three dollars over the years. By the late 1930 ff s, millions 
of dollars 1 worth of bones had been shipped out of Texas. 

There were several reasons that the Texas bone industry came to an end. 
The economy improved and people found that they could make more money doing 
other things. Though not many buffaloes remained in Texas, laws were passed 
forbidding the slaughter of buffaloes, and better sources of bone meal were 
found. 



This passage is mostly about 

A how a big business lasted a short time (correct answer) 

B how a business was totally dependent on the railroad (contradicted) 

C how people who became bone pickers were never successful (inappropriate 

in scope) 

D the bone industry business that had little economic (contradicted) 
importance to Texas 



The example illustrates how the text of a selection may be used to measure the 
objective. The same selection and other items are used elsewhere to illustrate 
how one selection is be used to measure several objectives. 



I 
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TEXAS EDUCATIONAL ASSESSMENT OF MINIMUM SKILLS 
GRADE Q WRITING 
List of Objectives 

Skill Area: Mechanics 

Objective i. Demonstrate knowledge of standard uses of capitalization. 
Objective 2. Demonstrate knowledge of standard punctuation. 
Objective 3. Recognize the correct spelling of commonly used words. 

Skill Area; English Usage 

Objective 4. Demonstrate knowledge of correct English mage. 

Skill Area; Sentence Formation 

Objective 5. Demonstrate the ability to distinguish complete sentences from 
fragments and/or run-ons. 

Skill Area; Proofreading 

Objective 6. Demonstrate the ability to proofread a written communication. 

Skill Area; Organization/Appro p riate Response to Purpose and Audience * 

Objective 7. Write a composition to describe an object or picture. 

Objective 8. Write a composition to tell how to do something. 

Objective 9. Write a composition in which ideas/objects/places are 

classified according to specified criteria and described. 

Objective 10: Write a composition in which a choice is made and reasons that 
would support the choice and convince a specified audience are 
presented. 

Objective 11. Write a composition which discusses two opposing courses of action 
and is designed to convince a specified audience to follow one of 
those courses. 



* Only one objective in this skill area will be measured each year. 
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| OBJECTIVES AMP MEASUREMENT SPECIFICATION 

B SKILL AREA: MECHANICS 

Objective I 

I Demonstrate knowledge of standard uses of capitalisation* 

■ Description of Test Items /Answer Choices 

1* Four different word groups will be presented* Only one sentence will be 
wtt correctly capitalised. 

■ 2* The correct sentence will illustrate correct capitalisation of one or more 

of the following! 

I a* the first word in a sentence* 

■ b. the pronoun "l," 

c. names of persons , 

I d* names of nationalities and languages* 

e* names of the days of the week, 

■ f* names of the months of the year* 

■ g* names of cities* states* countries* and particular places* 

h. titles of persons (limited to Dr», Mr** Mrs** and Ms*)* 

I i. names of holidays* 

j. capitalisation of the salutation and the closing of a letter, and 

■ k. avoidance of unnecessary capitalization* 

■ 3* Incorrect sentences will illustrate one or more of the following errors! 

a* not capitalizing the first word in a sentence, 

I b. not capitalizing the pronoun "I," 

Cm not capitalizing a person f s name, 

■ d» not capitalizing the names of holidays , days of the week, months of the 

year* cities, states, countries, partic. ler places, nationalities and 

■ languages, or the titles of persons, 

ER?C PS 



CROSSWALK OF PREREQUISITE ACADEMIC SKILLS 



Developmen t of Document 

With Several major studies relating bask skills to vocational education, it was felt that 
some commonality of the studies should be correlated in order that the postsecondary college 
professors of Texas could relate the various documents to the "Texas Academic Skills Program 
(TASP)." The TASP test is given to students entering postsecondary educational institutions to 
assess the students' prerequisite skills. The "Crosswalk of Prerequisite Academic Skills" 
(handout was developed with the assistance of mathematic and language art professors. 
Their correlation of skills from various studies to the TASP allows for more authenticity of the 
transition. The aim of the document has been to show skills in terms of college entrance 
requirements. Skills in all columns except the GED column are related to college level 
prerequisite skills. Hie skill levels in the GED column are expressed in levels of 2 being grades 
4-6, level 3 being grade 7-8, level 4 being grade 9-12, level 5 college 1-2. and level 6 being 
college 3-4. The explanation key is found at the end of each section of the document. 

In viewing the various columns of the document one will see that they are divided 
horizontally showing correlation of the Vernon Regional Junior College study (VRJC), General 
Educational Development (GED) study, and the Fund for the Improvement of Postsecondary 
Education (FIPSE) study which are correlated to, column one, the Texas Academic Skills 
Program (TASP) study. Column two, "Prerequisite Skills for Postsecondary Vocational 
Programs, Vernon Regional Junior College (VRJC) will be used throughout the study by project 
staff in explaining the process of identification, development, and integration of components into 
vocational education curricula. The Texas Academic Skills Program skill statements are more 
general than the Vernon Regional Junior College skill statements; therefore, the more explicit 
stall statements of the Vernon Regional Junior College study were used throughout the 
development of the project. 

The document is divided into three sections including I. Mathematics, II. Writing, and 
III. Reading. The various TASP statements are reflected o.* the following pages of the 
document. The TASP skill statements were printed as found in the document and include 
explanation statements. The skill statements found in the other columns were matched with the 
statements in the TASP column. In some of the columns corresponding to the TASP statement 
one will find toe statements "no close match found." 



Use of Document 

The intended use of the Crosswalk of Prerequisite Basic Skills is to aid in the 
development of a curriculum which is reflective of occupational requirements in terms of levels 
of mathematics and language skills needed for successful performance on the job. The 
Crosswalk should be used in implementing the integration of basic skills to vocation.. J education 
programs. This document can be shared with the public school program directors. 
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CROSSWALK OF PREREQUISITE ACADEMIC SKILLS 



A FACULTY PROFESSIONAL DEVELOPMENT PROJECT 



TARGETING THE INTEGRATION OF BASIC SKILLS INTO THE VOCATIONAL/TECHNICAL CURRICULA 

Conducted by Northeast Texas Community College 



Relating materials of Documents: 

1. Prerequisite skills for Postsecondary Vocational Programs, 
Vernon Regional Junior College (V.R.J. C.) 

2. Vocational Preparation and Occupations: Educational and 
Occupational Crosswalk, General Educational Development (G.E.D.) 

3. Improvement for Undergraduate Education in Texas: College Level 
Competencies, Fund for the Improvement of Postsecondary Education (FXP.S.E.) 

To: Texas Academic Skills Program (T.A.S.P.) 



3! 



A FACULTY PROFESSIONAL DEVELOPMENT PROJECT 
TARGETING THE INTEGRATION OF BASIC SKILLS INTO THE VOCATIONAL/TECHNICAL CURRICULA 

Conducted by Northeast Texas Community College 

h MATHEMATICS CROSSWALK OF SKILL DESCRIPTIONS 



Texas Academic Skills Pf 
(T.A.S.P.) 



A. Fundamental Mathematics 

1. Use number concepts and 
computation skills. 

This skill includes adding, 
subtracting, multiplying, and 
dividing fractions, decimals, 
and integers; using the order of 
operations to solve problems; 
solving problems involving 
percents; performing 
calculations using exponents 
ami scientific notation; 
estimating solutions to 
problems; and using the 
concepts of "less than* and 
"greater than". 
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Prerequisite Skills for 
Postsecondarv Vocational 
Programs 
Vernon Regional Junior College 
(V.RJ.C.) 



Write whole numbers from written 
text (six thousand three = 6003). 

Add and subtract single and multiple 
digit whole numbers. 

Read and count single and multiple 
digit whole numbers. 

Round off single and multiple digit 
whole numbers. 

Read and write common fractions. 

Multiply and divide common 
fractions. 

Reduce fractions to lowest terms. 

Find common denominator. 

Change fractions from one 
denominator to another* 

Translate a mixed number into an 
improper fraction and reverse. 

Cany out arithmetic computations 
involving dollars and cents. 

Read and write decimals with one or 
more places. 



Vocational Preparation 

mLStesmSsami 

Occupational Crosswalk 
General Educational 
Development (G.E.D.) 

*LevgL2 

Read and write 7 -digit numbers. 

Learn ordinalr through "thousands". 

Count fractions ami decimal fractions. 

Place values of numbers to left and 
right of decimal point 

Add multi-digit columns. 

Subtract multi-digit columns. 

Multiply two or three-digit multipliers. 

Two or throe-digit divisors. 

Add, subtract, multiply, and divide 
common and decimal fractions, mixed 
numbers, improper fractions. 

Introduction to ratio and rate, permit. 

Change fractions to decimal fractions 
and to percent 

♦Level 3 

Mastery of the four basic arithmetic 
operations. 



Improvement frr VmH^M? 

Fund for the Improvement of 
Postsecondary Education 
(F.LP.S.E.) 



Use mathematics comfortably ami 
spontaneously in many different 
settings, in a variety of courses. 

Determine when a problem requires a 
fixed answer and when estimation is 
appropriate. 



V 5 



ERIC 



Round off decimals to one or more 
places. 

Multiply and divide decimals with one 
or more places. 

Add and subtract decimals with one or 
more places. 

Convert fraction to decimal equivalent 
and vice versa. 

Convert decimal number to percent 
and vice versa. 

Read and write percents. 

Compute percents, 

Convert mixed numbers to decimals 
and decimal fractions to mixed 
numbers. 

Compute averages. 

Perform conversions within metric 
system (weight, distance, volume). 

Use a calculator to perform basic 
arithmetic operations. 

Use formulas appropriately. 

Estimate distances in inches, feet, 
yards, and miles. 

Convert base ten numbers to other 
base number systems. 

Factor. 

Recognize and name types of angles. 

Recognize and name geometric 
figures. 



Emphasis on speed and accuracy in 
computation. 

Extension to 4- and 5-digit multipliers 
and divisors. 

Learn use of symbols for numbers, 
terms such as exponent and power. 

Learn to find square roots. 



Solve problems to find length of sides 
md angles of geometric figures. 

2* Solve word problems involving 
integers, fractions, or decimals 
(including percent*, ratios, and 
proportions). 

This skill includes 
determining the appropriate 
operations to solve word 
problems involving integers, 
fractions, decimals, percenis, 
ratios, and proportions, 



Solve word problems. 

Solve problems involving ratio and 
proportions. 

Solve problems involving time, 
weight, distance, and volume. 

Determine if a solution to a 
mathematical problem is reasonable. 

Solve basic ratio problems* 

Reduce ratios to lowest terms* 

Utilize ratio and proportion to solve 
word problems. 

Find sine, cosine, and tangent of an 
angle using a table ami calculator. 



Use arithmetic operations to solve 
word problems with whole numbers, 

Perform arithmetic operations using 
correct hierarchy. 

Solve word problems with common 
fractions. 

Solve word problems with decimals in 
one or more places. 

Write digit equivalents of orally stated 
decimal number. 




GJEJD. 



±Lsv§U 

Introduction to reasoning ami analysis 
of problems such as finding a part of 
a number. 

Finding the whole when a part is 
given. 

Leant relationships of standard units 
of measurement to each other* 

Convert units of measure to smaller or 
larger units, such as inches to feet, 
seres to square miles, hours to days, 
minutes to seconds, or ounces to 
pounds* 



Examine a problem situation from 
different perspectives and use 
corresponding mathematical 
structures* 

Evaluate the appropriateness of 
different methods of problem solution* 

Be selective in the use of a variety of 
solution strategies. 

Employ a variety of strategies in 
searching for a solution to a problem. 



Mastery of the four basic arithmetic 
operations in common, decimal and 
improper fractions and mixed 
numbers. 



Apply knowledge to solve 
problems*. 



'story 



Develop speed and accuracy in 
changing fractions into percent and 
percent into fractions. 

Memorize most common equivalents, 
such as halves, quarters, eighths, 
fifths, thirds, sixths, and twelfths, and 
mentally convert time to decimal 
fractions and percents. 



9 
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Memorize and apply formulas to solve 
"story problems*, as: 

P=RB R=_£ B=£ 
B R 

Perform the four haste arithmetic 
functions to solve problems involving 
different units of same type of 
measurement, as: 

Time: 4 Vfat fi jfoffi 32 ftffii 
+2 wks. 3 days 25 hr&. 

Apply knowledge of percentage to 
compute interest, discount, etc. 

Leant to use ratio and proportion to 
solve problems, 

4 

Review and extension of principles of 
common ami decimal fractions, 
percentage, ratio, and proportion, 

Practical computation. 

Practical algebra. 

Metric geometry. 

Formulas for computing ratios of 
pulleys and gears. 

Practical physics; Formulas for work 
ami power, etc. 

*kevef 5 

Interest and discount. 



T.A.S. P. 



3- Interpret information from a No close match found, 

graph, table or chart. 

Hits skill includes 
interpreting information in line 
graphs, oar graphs, pie graphs, 
pictography tables, charts, or 
graphs of functions. 



B. Algebra 

1. Graph numbers or number Use direct and inverse variation to 

relationships. solve word problems. 

This skill includes identifying Construct graphs on coordinate plane, 

points from their coordinates, 
the coordinates of points, or 
graphs of sets of ordered pairs; 
identifying the graphs of 
equations or inequalities, 
finding the slopes and intercepts 
of lines; and recognizing direct 
and inverse variation presented 
graphically. 



»Uvel? 

Leant to construct and interpret line, 
bar, ami picture graphs. 

Convert degrees to percents to draw 
circle graphs. 

♦LfflsLS 

In statistics, graphic presentations 
illustrating average, dispersions, 
quartiles and percentiles, frequency 
distribution, reliability, and validity of 
tests. 



Communicate, either orally or in 
writing, mathematical understanding 
of the analysis and the solution of a 
problem, using proper mathematical 
terminology and syntax. 

Interpret ami analyze the outcome of a 
problem solving process (i.e., know 
what the result means, evaluate 
correctness and accuracy, know how 
to use the results). 

Make and defend decisions by 
organizing and presenting data, by 
using logical arguments ami by using 
probability. 



No close match found. 



Generalize over many similar 
mathematical situations. 



2. Solve one- and two 
variable equations. 

This skill includes 
finding the value of the 
unknown in one-variable 
equations, expressing one 
variable in terms of a 
second variable in two- 
variable equations, and 
solving a system of two 
linear equations in two 
variables. 



Solve linear equations in one variable. 

Solve linear inequalities (extended). 

Solve systems of linear equations 
(extended). 

Solve systems of inequality 
(extended). 

Solve proportion problems with one 
unknown* 

Solve systems of linear equations. 



Solve word problems 
involving one ami two 
variables* 



No close match four 




This skill includes 
solving word problems that 
can be translated into one- 
variable linear equations or 
systems of two-variable 
linear equations and 
identifying the equation or 
equations that correctly 
represent the mathematical 
relationship^) in word 
problems. 

Understand operations with 
algebraic expressions. 

This skill includes 
factoring quadratics and 
polynomials; adding, 
subtracting, and multiplying 
polynomial expressions; am) 
performing basic operations 
on and simplifying ra»<onal 
expressions. 



Add, subtract, multiply, and divide 
algebraic expressions. 

A fd t subtract, multiply, and divide 
algebraic fractions. 

Use exponents and square roots 
appropriately. 



»]Leyel 5 No dose match found, 

linear equation. 



No close match found. Discover inconsistencies in problems. 

Read, write and understand the 
language of mathematics. 



♦Level 4 No close match found. 

Formal study of number systems* 

Operations on polynomials and 
rational expressions; solution of 
equations and inequalities; use of 
deduction and proof. 



T.A.S.P. 



5, Solve problems involving Solve quadratic equations by 

quadratic equations. factoring* 

This dull includes Construct graphs on coordinate plane, 

graphing quadratic 
equations, solving word 
problems involving 
quadratics, identifying the 
algebraic equivalent of 
stated relationships, and 
solving quadratic equations. 



Geometry 



1* Solve problems involving 
geometric figures. 

This skill includes 
identifying the appropriate 
formula for solving 
geometric problems, 
solving problems involving 
two- and three-dimensional 
geometric figures, and 
solving problems involving 
right triangles using the 
Pythagorean theorem* 

2. Apply reasoning skiUs* 

This skill includes 
drawing conclusions using 
the principles of similarity, 
congruence, parallelism, 
and perpendicularity and 
using inductive and 
f deductive reasoning. 



Find sine, cosine, ami tangent of an 
angle using a table ami calculator. 

Solve problems to find length of sides 
and angles of geometric figures. 



Recognize and name types of angles. 

Recognize and name geometric 
figures. 

Prepare a truth table. 

Obtain unions and intersections of 
given sets. 



Q.E.P, 



Study of the systems of real numbers; 
linear, quadratic, rational, 
exponential, logarithmic, angle, and 
circular functions; inverse functions; 
related algebraic fractions* 



♦Level 5 No close match found. 

Exponents. 



♦Level 5 

Quadratic equations. 



♦Level 5 No close match found. 

General introduction to the concepts of 
algebra, plane geometry. 



♦Level 2 Reason clearly and present logical 

arguments using both inductive ami 
Learning geometric meanings of terms deductive methods* 

such as radius, diameter, perimeter, 
circumference, area of rectangle and 
volume. 

Construct graphs, charts, and tables. 
Construct simple geographic forms 

such as arcs, triangles and ^ 
perpendiculars. ; % 



Recognize and understand geometric 
meanings of terns such as horizontal, 
vertical, perpendicular, oblique and 
obtuse. 

Leant number of degrees in a circle, 
relationship between angles ami 
degrees, types of triangles: 
equilateral, isosceles, right and obtuse. 

Types of parallelograms: oblong, 
square, rhomboid, and rhombus. 

Learn formulas for finding area of 
geometric figures. 

Development of prepositional and 
predicate calculi, basic semantic 
concepts and elementary intuitive set 
theory. 



♦Level 2: Grade 4-6 

♦Level 3: Giade7-8 

♦Level 4: Grade 9-12 

♦Level 5: College 1-2 



HA. WRITING 



Tim A^nric Skills prpgrem Fn^uisite smi* % 

(T.A.S.P.) Postsecondary Vocational 

Pupgiams 

Vemon Regional Junior College 
(VJU.C.) 



a- Recognize purpose and Use words appropriate for a specific 

audience. audience and purpose. 

This skill includes 
recognizing the appropriate 
purpose, audience, or 
occasion for a piece of 
writing; and recognizing 
writing that is appropriate 
for various purposes, 
audiences, or occasions. 



b. Recognize unity, focus, and No close match found, 

development in writing. 

This skill includes 
recognizing unnecessary 
shifts in point of view or 
distracting details that 
impair the development of 
the main idea in a piece of 
writing and recognizing 
revisions that improve the 
unity and focus of a piece 
q of writing. 

ERJC 4 c 



OF SKILL DESCRIPTIONS 



Vqcgtiopal PrepapitipB 

General Educational 

Development (G.E.D.) 



^revewem for u^^graduatg 
E4uctfios in TnWx <Meyt 

Level Conyetmcies 
Fund for the Improvement of 
Postsecoadary Education 
(FJ.P.S,E.) 



Selection of wordage according to 
subject matter and audience. 



Recognize the need to determine the 
level of detail to achieve a specific 
purpose. 

Recognize when ethical, emotional, or 
logical appeals are needed to achieve a 
specific purpose. 

Determine the information needed for 
the particular occasion. 

Determine appropriate purpose ami 
rhetorical genre. 

Evaluate the process by which 
the information was collected and 
decide whether more is needed. 

Synthesize from unorganized data 
those ideas appropriate to the writing 
purpose, audience, and occasion* 



"Level 5 

Study of the principles of inductive 
ami deductive reasoning such as 
testing evidence, validity of 
generalizations, and cause and effect 
relationships to detect fallacies in 
arguments and to avoid these errors in 
own writing. (also in reading IIB, 4) 



Recognize when information is readily 
available from personal experiences, 
readings, lectures, speeches, or 
observations. 

Recognize when necessary information 
must come from other sources-a 
library or non-print sources including 
interviews or experimentation. 

Recognize when necessary information 
must be acquired through analysis of 
literary works or other works of art. 



V.RJ.C. 



Recognize effective 
organization in writing. 

This skill includes 
methods of paragraph 
organization and the 
appropriate use of 
transitional words or 
phrases to convey text 
structure, and reorganizing 
sentences to improve 
cohesion and the effective 
sequence of ideas, 
(coherence, logical order, 
transition) 



Organize ideas in essay form. 

Compose logical and understandable 
correspondence and reports. 

Interpret ideas in terms of one's own 
viewpoint or values* 

State one's position in a clear, logical 
manner. 

Defend one's point of view 
convincingly. 

Compile materials supplied by others 
into a single report. 

Combine sentences through logical 
subordination. 

Compile notes taken from several 
sources into a documented report. 

Use words effectively that indicate a 
transition from one idea to another. 



»LevelS 

Develop a sequential and descriptive 
style of writing. 

Study and application of theory of 
dramatic writing. 

Develop a free and independent drill 
in writing, based cm own knowledge 
and experience. 

Study of the collection, arrangement, 
ami expression of subject matter to 
persuade or instill an acceptance of 
ideas in the mind of the reader. 

Analysis and practice of expository 
techniques with emphasis cm 
organization of material and 
development of unity. 



Organize those ideas into a logical and 
cohesive arrangement consistent with 
purpose, audience, and occasion. 

Develop an initial draft in which a 
controlling idea is supported in a 
unified ami focused manner. 

Re-evaluate the argument; eliminate 
any logical fallacies; clarify the 
distinction between fact and opinion. 

Use techniques such as looping*, 
listing*, or brainstorming* to generate 
ideas. 

Use systems such as rhetorical topics, 
pentad*, or cubing* to explore 
knowledge of a subject. 

Develop an initial draft in which a 
controlling idea is supported in a 
unified and focused manner. 

Provide transitions among various 
components, 

Re-evaluate the organization; 
determine whether the text has been 
effectively presented and adequately 
elaborated. 



-10- 



& Recognize effective 
sentences. 



This skill includes 
recognizing ineffective 
repetition and inefficiency 
in sentence construction; 
identifying sentence 
fragments and run-on 
sentences; identifying 
standard subject-verb 
agreement; identifying 
standard placement of 
modifiers, parallel 
structure, and use of 
negatives in sentence 
formation; and recognizing 
imprecise and inappropriate 
word choice. 



Distinguish between complete 
sentences ami fragments* 

Use verbs that agree with subjects. 

Construct a logical outline. 

Use correct idioms. 

Write clear correct statements to fill 
out forms accurately. 

Use words effectively which are 
opposite of one another. 

Add proper beginnings and endings to 
words to change their meanings. 

Use varied sentence structure. 

Use appropriately words often 
confused because of similar sounds. 

Use citations correctly. 



Review and edit others' 
correspondence, directions, and 
reports. 



Incorporate language and style 
appropriate to a given purpose, 
audience, and occasion. 



Learn to use mature sentence forms 
(compound and complex) with 
variation of word order in phrases, 
clauses, and sentences. 

Introduction to compound subject ami 
predicate; agreement of subject and 
verb. 

Write reports on class discussions, 
hobbies, and trips, with gnghfflg A3 

Tflrfefr af mftm arwctare, 

grammar, selection of wo rds to 
deariv express thought, and 
reinforcing and increasing 
Yftffltyttfflyy, Make outlines; practice 
techniques of letter writing ami raws 
writing. 

Prepare themes, reports, and essays, 
with greater emphasis placed on 
punctuation, spelling, grammar, 
format, style, neatness, arrangement, 
and comprehensive coverage of 
subject matter* 

Learn normal inverted word order, 
contractions, agreement of subject and 
verbs. 

*Level 4 



Re-evaluate the style; cairy out 
necessary revisions including attention 
to matters of cohesion, consistency of 
point of view, appropriate language, 
and effective sentence structure. 



Mastery and facility in the use of the 
rules and concepts of person, gender, 
number, case, tense and mood. 



Recognize edited American 
English usage. 

This skill includes 
recognizing the standard use 
of verb forms and pronouns; 
recognizing the standard 
formation and use of 
adverbs, adjectives, 
comparatives, superlatives, 
and plural and possessive 
forms of nouns; and 
recognizing standard 
punctuation* 



Using plural words correctly. 

Use of appropriate contractions with 
apostrophe. 

Punctuate one's own correspondence. 

Use apostrophes correctly to show the 
possessive form of nouns. 

Use the correct tenses of verbs* 

Capitalize words correctly. 

Spell correctly. 

Use correct abbreviations of words. 

Distinguish between homonyms. 

Use appropriate definitions for words 
with more than one meaning. 



Adjectives: Common, proper, 
descriptive, limiting, articles position 
in sentence; comparative degrees. 

Preparation of outlines; preparation of 
themes, emphasizing length, harmony, 
sequence, and variety of sentences and 
paragraph structure. Coordination, 
subordination and parallelism of 
thoughts. 

Punctuation of the apostrophe, 
hyphen, and colon. 

Introduction to comparison of 
objectives ami adverbs; common and 
proper nouns; personal pronouns, 
singular and plural forms. 



Create and sustain the interest of the 
reader by effective stylistic decisions 
in diction, usage, and sentence 
structure. 

Proofread fen- adherence to 
conventions of edited American 
English. 



♦Level 3 



Punctuation: Comma, col^n, semi- 
colon, dash, parentheses, quotation 
marks, hyphen, abbreviations. 



Learn to diagram sentences. 



Learn pronouns, and antecedents. 

Learn concepts of person, gender, 
number, case, tense, mood, end voice. 
Learn kinds of verbs, nouns, 
pronouns, adjectives, adverbs, 
conjunctions, prepositions. 



"Level 4 



Parts of Speech: 

Verbs: Strong and weak, transitive r r; 

and intransitive, auxiliary, regular. 

Conjugation. 



12- 



VJLL£, 



Nouns: Common and proper, 
collective, concrete and abstract 
inflections, gender. 

Pronouns: Personal, demonstrative, 
relative, numerical, reciprocal. 

Adverbs: Simple, conjunctive; forms; 
comparison. 

Conjunctions: Coordinating, 
subordinating. 

Prepositions. 

Interjections. 

Review and mastery of all rules of 
punctuation ami capitalization. 



r _ 



ERIC 
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HB. REAPING CROSSWALK OF IDENTIFIED SKILL DKS^R 



(T.A.S.P.) 



1 - Determine the meaning 
of words and phrases. 

This skill 
includes using the 
context of a passage to 
determine the meaning 
of words with multiple 
meanings, unfamiliar 
and uncommon words 
and phrases, and 
figurative expressions. 



gSBffigaatB Sfttlte for 
Programs 

Vernon Regional Junior College 
(V.RJ.C.) 



Find, read and understand information 
written mi a grade level of 8, 10, 12, 
14, and above. 

Read information written on a level of 
difficulty above grade 14. 

Read and interpret job-related forms. 

Read and understand short notes, 
memos, and letters* 

Use context and signal words to 
determine definitions of new words. 



Vocational Preparation 

Occupational Crosswalk 

General Educational 
Development (G.E.D.) 



»Level2 

In reading learn roots, prefixes, and 
suffixes. Learn to read 
discriminate^, distinguishing between 
essential and non-essential material, 
Enrich vocabulary wife wide selection 
of reading material. Introduction to 
magazines, newspaper, bulletins, etc. 



Improvement for Underpradtm^ 

Level Competencies 
Fund for the Improvement of 
Postsecondary Education 
(FJ.P.S.E.) 

No close match found 



2. Understand the main 
idea and supporting 
details in written 
material. 

This skill 
includes identifying 
explicit and implicit 
main ideas and 
recognizing ideas and 
recognizing ideas that 
support, illustrate, or 
elaborate the main idea 
of a passage. 



Paraphrase a passage to confirm one's 
understanding of what was read. 

Distinguish between the major premise 
and supporting facts* 

Explain the main idea in written or 
oral communication. 



+Level 3 

Read to find main thought or idea of a 
paragraph. Locate topic and summary 
sentence, and identify details and 
relate them to central thought. 



Comprehend key terms and 
discriminate between main and 
subordinate ideas either explicitly 
stated or implied by the text. 

Recognize how subordinate ideas 
contribute to the development of a 
major idea in the overall discussion. 



ERIC 
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3. Identify a writer's No close match found, 

purpose, point of view, 
and intended meaning. 

This skill 
includes recognizing a 
writer's expressed or 
implied purpose for 
writing; evaluating the 
appropriateness of 
written material for 
various purposes or 
audiences; recognizing 
the likely effect on an 
audience of a writer's 
choice of words; and 
using the content, word 
choice, and phrasing of 
a passage to determine a 
writer's opinion or por 
of view. 



4. Analyze the relationship 
among ideas in written 
material. 

This skill 
includes identifying the 
sequence of events 01 
steps, identifying cause- 
effect relationships, 
analyzing relationships 
between ideas in 
opposition, identifying 
solutions to problems, 
and drawing conclusions 
inductively and 
deductively from 
information stated or 
implied in a passage. 



Evaluate the relevance and strength of 
support for a conclusion. 

Recognize patterns of organization of 
information - cause/effect, etc. 

Identify the conclusions in written and 
oral communication. 



9 
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Reading literature, book and play 
reviews, scientific and technical 
journals, abstract, financial reports, 
legal, historical and medical 
documents, periodicals. 



Understand the author's use of literary 
devices such as simile, metaphor, 
allusion, imagery, and point of view. 

Recognize the author's assumptions 
and biases while withholding final 
judgment. 

Recognize the text** audience, 
purpose, and occasion. 



»LevelS 

Study of the principles of inductive 
ami deductive reasoning such as 
testing evidence, validity of 
generalizations, and cause mid effect 
relationships to detect fallacies in 
arguments and to avoid these errors in 
own writing, (also in writing II A, I., 
b.) 



Organize thoughts to guide 
comprehension by step-by step or 
spatial sequences, cause-effect 
relationships, comparisons or 
contrasts, and problem-solution 
methods. 

Recognize either conventional patterns 
of organization or educe ami impose 
organization cm the text when the 
author does not make the organization 
clear. 

Arrive at appropriate conclusions and 
select supportive evidence from the 
text. 



5. Use critical reasoning Distinguish between fact and opinion, 

skills to evaluate written 

material. Judge the credibility of a source of 

information. 

This skill 
includes evaluating the 
stated or implied 
assumptions on which 
the validity of a writer's 
argument depends; 
judging the relevance or 
importance of facts, 
examples* or graphic 
data to a writer's 
argument evaluating the 
validity of analogies; 
distinguishing between 
fact and opinion; and 
assessing the credibility 
or objectivity of the 
writer or source of 
written material. 



6, Apply study skills to 
reading assignments. 

This skill 
includes organizing and 
summarizing information 
for study purposes; 
following written 
instructions or 
directions; and 
interpreting information 
presented in charts, 
graphs, or tables. 



Use the telephone directory to make 
local and long distance calls* 

Use textbook features, such as index, 
table of contents, glossaries, etc. 

Recall information accurately from 
memory. 

Carry out correctly written or oral 
instructions. 

Use a thesaurus* 

Read and understand graphs, maps, 
charts, and tables. 



9 
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G.E.D. 



No close match found. 



Identify logical relationships as well as 
fallacies in logic. 

Re-read to che^k, monitor and 
evaluate accuracy of original 
judgments about the text 

Determine whether the author of a 
narrative has succeeded in 
communicating point of view; in 
setting an identifiable tone for the 
selection; in developing a worthwhile 
plot, characterizations and setting. 

Determine whether a conclusion or 
interpretation drawn from the text is 
reasonable, relevant, and adequately 
supported by evidence from the text 

Determine whether conclusions drawn 
would appear justified to an informed 
audience. 



Study of the dictionary to learn 
syllabication accent ami diacritical 
marks such as macron (-), breve (v), 
double dot and single dot as an aid to 
pronunciation. Study of road maps, 
time tables, and entertainment guides 
to determine distances between cities, 
report cm transportation schedules and 
discuss merits of available 
entertainment. Obtain library card 
and locate books, using index file. 

*Level3 

In reference works, utilize dictionary 
to learn alphabetical order, guide 
works, diacritical marks, synonyms 
ami antonyms. Use encyclopedia, 
atlases, magazines, and source books 



Understand concepts and 
generalizations including those 
presented in visual materials such as 
maps, charts, graphs, ami tables. 

Understand the use of mathematical 
notation and definitions, translation of 
word problems into mathematical 
formulations and interpretation of 
graphs of functions. 

Selectively note or display 
relationships of ideas (such as an 
outline or a map) which will serve the 
purposes set for reading. 

Summarize key ideas accurately. 

Draw deductions from information 
displayed in maps, graphs, and tables. 

03 



to prepare elass assignments. 
♦Level 4 

Use of reference works such as 
dictionary, encyclopedia, atlas, 
thesaurus, manuals, periodicals, 
newspapers, journals, bodes, and play 
reviews. 

Reading a variety of textbooks; fiction 
and non-fiction; newspapers; 
magazines. 



♦Level 2: Grade 4-6 

♦Level 3: Grade 7-8 

♦Level 4: Grade 9-12 

♦Level 5: College 1-2 



♦Information can aid in the development of a curriculum which is reflective of occupational requirements in terms of levels of reasoning, mathematics and language needed for 
successful performance on the job. 
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PREREQUISITE SKILLS CO MMON TO 71 POSTSECONDARY VOCATIONAL 
PROGRAMS 



Development of Document 

J^ern on Regional Junior College staff conducted a study in 1989 in which respondents of 
71 different vocational programs were asked to complete a basic skills questionnaire. 
Respondents rated 125 skill statements as to being required at entry level (R), unnecessary (U), 
or no consensus (NC). Those skills which were required are shown in the handout TI-13. 
"Prerequisite Skills Cftmmiffi To 71 Postsecondary Vocational Programs". The exception of me 
questions listed are shown by an asterisk at the end of the skill statement Hie key to the 
asterisks appears on page two of the document The form is divided into two main sections of 
"Mathematics" and "Communication Skills." Represented on page two are the programs which 
show exceptions to the common core requirements. For additional skills in specific vocational 
programs please see the attached ■Prerequisite Skills in Addition to Common Core Skills." 

Use of Document 

These skills lists were developed to assist participants in placement of basic skills into 
their vocational curricula. The Texas Academic Skills Program skill statements are more 
general than those used in the Vernon Regional Junior College Study; therefore, the more 
explicit skill statements were used throughout the project This document can be shared with 
the public school program directors. 



PREREQUISITE SKILLS COMMOH TO 71 POSTSEOOffllMlY VOC. PROGRAMS** 



aaaaauaics 

A. Whole Numbers 

1. Write whole numbers from written text (six thousand three = 6003) 

2. Add and subtract single and multiple digit whole numbers 

3. Multiply and divide single and multiple digit whole numbers 

4. Use arithmetic operations to solve word problems with whole numbers* 

5. Read and count single and multiple digit whole numbers 

6. Round off single and multiple digit whole numbers* 

7. Perform arithmetic operations using correct hierarchy* 

B. Fractions 

1. Read and write common fractions 

2. Add and subtract common fractions* 

C. Decimals 

1. Read and write decimals with one or more places* 

2. Multiply and divide decimals with one or more places* 

3. Add and subtract decimals with one or more places* 

4. Read and write percent s* 

5. Compute percents* 

II COUOTCRXXOH SKILLS 

A. Written Expressions 

1. Use plural words correctly* 

2. Use correct abbreviations of words* 

3. Use appropriately words having similar sound* 

4. Punctuate one's own correspondence* 

5. Capitalize words correctly* 

6. Write clear, correct statements to fill out forms accurately* 

7. Spell correctly* 

8. Use verbs that agree with subjects* 

9. Use the correct tenses of verbs* 

B. Reading/Verbal Reasoning 

1. Find, read and understand information written for grades 8, 10, and 12* 

2. Paraphrase a passage to confirm one's understanding of what was read* 
3- Read and understand short nates, memos and letters* 

4. Use a dictionary to find meaning, pronunciation and spelling of words* 

5. Use the telephone directory to make local and long distance calls* 

6. Use textbook features, such as index, table of contents, glossaries, etc* 

7. Distinguish between facts and opinions* 

8. Recall information accurately from memory* 

9. Carry out correctly written or oral instructions* 
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Exceptions 

*1 Court Reporting C.I. P. 07.0602 see IA.#4,7;IB#2;IC#2,3,5;IIB#2,7 
*2 Fashion Design C.I. P. 19.0902 see IA.#4 

*3 Maintenance Eng. C.I. P. 15.0499 see IA.#6,7;IB#2;IC#4,5;IIA#l-9;IIB.#l-9 

*4 Cosmetology C.I. P. 12.0403 see IA.#7;IC#2,3, 5 

*5 Upholstery c.I.P. 48.03 see IC.#l,2,3;IIA.#l-6,8,9 

*6 Diesel Mechanics C.I.P. 47.0605 see IIA.#2 

*7 Construction Trades C.I.P. 46 see IIA.#3 

*8 Interior Decorating C.I.P. 20.05 see IIB.#2,7 

*9 Petroleum Technology c.I.P. 15.0903 see I IB. #5 



REFERENCES : 

**Hinds, Joyce, Prerequisite Skills for Postsecondarv Vocational Programs , Vernon 
Regional Junior College, Vernon, Texas, June 1989. 

Improvement for Undergraduate Education in Texas : College Level Coss*>t*r.cies . Fund 
for the Improvement of Postsecondarv Education (FIPSE), Texas Higher Education 
Coordinating Board, Austin, June 1989. 

Texas Ac ademic Skills Program (TASP), National Evaluation system, inc. In 
cooperation with Texas Higher Education Coordinating Board and Texas Education 
Agency, Amherst, 19891 

Vocational Prepa ration and Occupations : Educational and Occupational Code 
Crosswalk , (G.E.D. ) Third Edition, Volume 1, National Occupational information 
Coordinating Committee , December 1982. 



PREREQUISITE SKILLS IN ADDITION TO COMMON CORE SKILLS 



Development of Form 

Hie skills listed in "Prerequisite Skills in Addition to the Common Skills" are shown in 
hrs; dout TI-14. Staff members recognized that the skills shown in the Vernon Regional Junior 
College study would be helpful to vocational and academic instructors in planning their course 
of study. The required skills are identified first by the program such as "Automotive Mechanics 
OP #47.0604. The TIP mimher was taken from A Classification of Instructional Programs 
document by the U.S. Department of Education, National Center for Educational Statistics, U.S. 
Government Printing Office, Washington, D.C., 1981. Shown just below the CIP number is 
the educational level required for that program. The ynpa^nnai Preparation and Occupations 
(VPOI by the National Occupational Information Coordinating Committee was used to identify 
the levels of general educational development. This manual identified the "math" (M) level; 
"language" (L) level; and the physical demands, and working conditions or "special vocational 
preparation" (SVP) levels for vocational programs. The math, language, and special vocational 
preparation levels were taken from the original document Relating General Educational 
Development to Career Planning ov the U.S. Department of Labor. The Uterature related that 
there are no plans to revise this original manual. Hie educational levels used in "Prerequisite 
Skills in Addition to Common Core Skills" are as follows: 

1. Level 1 - Grades 1-3 4. Level 4 - Grades 9-12 

2. Level 2 - Grades 4-6 5. Level 5 - College 1-2 

3. Level 3 - Grades 7-8 6. Level 6 - College 3-4 

Handout TI-14 is divided by mathematics and communication skills sections. The sub 
units under the mathematics section include fractions; decimals; mixed operations; measurement 
and calculation; estimation; and ratio and proportion. The sub units under the communication 
skills section include written expression and reading/verbal reasoning. 

Use of Form 

The use of the "Prerequisite Skills in Addition To Common Core Skills" should aid in 
curriculum development which is reflective of occupational skills of mathematics and language 
needed for successful performance on the job. This document, the "Common Core Skills* 
document, and the other studies reflected in the "Crosswalk" should be important in the 
integration of basic skills to statewide vocational education programs. This document can be 
shared with the public school program directcrs. 
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Prerequisite Skills in Addition to Common Core Skills 



Please contact your presenter or a project staff member for a copy(s) of skills needed in 71 
separate vocational programs. The following program titles are available: 



Accounting 

Agricultural Business 

Air/Conditioning/Heating 

Airplane Piloting and Navigation 

Alteration and Tailoring 

Automotive Body Repair 

Automotive Mechanics 

Aviation Maintenance 

Banking & Finance 

Business Management 

Chemical Technology 

Child Development 

Civil & Highway Technology 

Commercial Art 

Commercial Photography 

Computer Science 

Construction Trades 

Cosmetology 

Court Reporting 

Criminal Justice 

Culinary Arts 

Data Processing 

Dental Assisting 

Dental Hygiene 

Diesel Mechanics 

Drafting and Design 

Electro - Mechanical Technology 

Electronics 

Emergency Medical Service 
Engineering Technology 
Farm/Ranch Management 
Fashion Design 
Fashion Merchandising 
Fire Technology 
Graphic Arts 
Horse Management 
Horticulture 



Hotel/Motel Management 
Instrumentation Technology 
Interior Decorating 
Interior Design 
Interpreter Training 
Maintenance Engineering 
Marketing 

Medical Assisting Technology 
Medical Laboratory Technology 
Medical Records Transcription 
Mental Health Technology 
Microcomputer Repair 
Microcomputer Technology 
Nurse Aide 

Nursing Home Administration 
Nursing (RN) 
Office Technology 
Paralegal 

Petroleum Technology 
Physical Therapy Assisting 
Postal Service Technology 
Quality Control Technology 
Radio/TV Production 
Radiology (Medical) Technology 
Real Estate 
Respiratory Therapy 
Restaurant Management 
Robotics 

Small Engine Repair 
Surgical Technology 
Upholstery 
Vocational Nursing 
Welding 

Word Processing 
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WORKSHEET FOR IDENTIFYING BASIC SKILLS 

Name of occupational program or courses: Team members: 



Name of course: 



Occupational Task 


Theory or Related 
Information 


Communication skills 


Mathematical Skills 


1. 
2. 

Please code the basic 
(2) The Vernon Study 


: skill with the number rep 
or (3) GED. 


1. 

2. 
3. 
4. 

presenting the phrasing of t 


1. 

2. 
3. 
4. 

iie basic skill. (3) TASP, 



ERIC 73 
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WORKSHEET FOR IDENTIFYING BASIC SKILLS 

Name of occupational program or courses: Team members: 



Name of course: 



Occupational Task 


Theory or Related 
Information 


Communication Skills 


Mathematical Skills 


1. 
2. 

Please code the basic 
(2) The Vernon Study 


: skill with the number rej 
or (3) GEO. 


X. 

2. 
3. 
4. 

present ing the phrasing of 


1. 

2. 
3. 
4. 

the basic skill. (1) TASP, 
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WORKSHEET FOR IDENTIFYING BASIC SKILLS 



Name of occupational program or courses: 



Team members: 



Name of course: 



Occupational Task 


Theory or Related 
Information 


Communication Skills 


Mathematical Skills 


1. 




1. 


1. 






2. 


2. 






3. 


3. 


2. 




4. 


4. 



Please code the basic skill with the number representing the phrasing of the basic skill. 
(2) The Vernon Study or (3) GED. 



o 

ERIC 



(1) TASP, 



1 
I 
I 
I 
I 
I 
I 



TASK II 
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Task IX objective 

Participant teams will identify the relationship and application 
of basic skills to occupational tasks. Task II will be performed 
using (1) the instructions provided by the workshop presenter; (?) 
lesson plans and/or course outlines of the occupational team 
member? and (3) the worksheet provided by the workshop staff. 
A minimum of two applications to academic and vocational teaching 
should be listed for each task. Thirty minutes will be allowed for 
the completion of this task. 



$1 
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Combining Academic and Vocational Teachers 
to Incorporate Academic Competencies 
in Vocational Courses 



Academic teacher presents 
modules in vocational 
classroom 

Academic teacher assists 
vocational instructors in 
developing basic skill or 
academic exercises 

Academic teacher pulls 
individual students out of 
vocational classes for intensive 
teaching on academic related 
material or remediation 

Academic teacher presents one 
class of applied math or 
communications 



si 
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Team members: 



Application of Academic and Vocational Skills by the Vocational Teacher 
to Show the Relationship of Both in the Completion of the Task 
(walk through examples! 

Course Title: Electronics 




Application of 
Academic Skills 



Application to 
Vocational Teaching 



1. using wiring diagrams, the 
student will determine 
wire and fuse sizes with 
90% accuracy 



Using meters (V.O.A.) and 
testers, the student will 
record the appropriate 
readings with 300% 
accuracy. 
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1. (Reading) 

Read and understand lab 
sheet concerning competency 
and tasks. 

2. (Math) 

Write multiple and sub multiple 
units from base numbers. 



1. (Reading) 

Interpret, process, and 
perform intricate orderly 
functions of a work order. 



2. (Math) 

Using Ohm*s Law, transpose 
formulas in order to solve for 
oasic circuit values. 



1. (Reading) 

Estimate ampacities for sizing 
wire and fuses from a wiring 
diagram. 

2. (Math) 

Correctly relate to the circuit 
value a symbol on a wiring 
diagram representing a sub 
multiple unit of an electrical 
value. 

1. (Reading) 

Correctly meter various 
electrical components for 
functional and operational 
accuracy using assigned job 
sheets. 

2 . (Math) 

Using Ohm's Law, calculate the 
expected value of a meter 
reading (current, voltage, 
resistance) . 



Team members: 



Application of Academic and Vocational Skills by the Vocational Teacher 
to Show the Relationship of Both in the Completion of the Task 



Course Title: 



Task 



1. 



Application of 
Academic Skills 




2. 



1. 



2. 
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Team members: 



Application of Academic and Vocational Skills by the Vocational Teacher 
to Show the Relationship of Both in the Completion of the Task 



Course Title: 




l. 
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Application of 
Academic Skills 



1. 



2. 



1. 



2. 



Application to 
Vocational Teaching 
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Team members: 



Application of Academic and Vocational Skills by the Vocational Teacher 
to Show the Relationship of Both in the Completion of the Task 



Course Title: 




1. 



2. 
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Application of 
Academic Skills 



1. 



2. 



1. 



2- 



Application to 
Vocational Teaching 
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Occupation to Lesson Matrices (example) 
LICENSED PR ACTICAL NURSE Occupation Code: L01 



01 A: Match Numbers with Word Names and Models 

01 B: Write Numbers in Sequence 

01 C: Order Numbers in a Specific Sequence 

01 D: Identify the Greatest or Least Number from a Set of Numbers 

01 E: Identify an Object with a Specified Ordinal Position 

01 F: Write or State the Place Value of a Particular Digit in a Whole or Decimal 

Number 
01 G: Rounding Numbers 

01 H: Count Forward or Backward by a Given Number and Determine the Next 
Number in a Series 

Oil: Match Positive and Negative Numbers or Points with Tick Marks on a Number 
Line 

02A: Interpret the Markings on Linear Scales 

02B: Identify Units of Measure and Classify According to Type of Measure 
02C: Measure Lengths and Distances Using Rules, Yardsticks, or Metersticks 
02D: Identify Measures of Weight, Pressure, and Torque 
02E: Identify Measures of Volume and Capacity 
02G: Estimate Lengths and Distances 

03A: Identify Degrees and Mils as Units in Determining Angular Measurement or 
Temperature 

03B* Estimate the Measure of an Angle not Greater than 180 Degrees 
04A: Interpret 24 Hour Time 

04B: Use the Position of the Clock to Indicate Direction 
04C: Estimate Time in Seconds and Minutes 
04E: Express Time Using Decimals 

05A: Read and Interpret Gauges 

05B: Use Gauges with Digital Readouts 

05C: Read a Color Band Gauge 

05D: Read and Interpret Scales with Positive and Negative Markings 

05E: Read and Interpret Multi-Scale Gauges 

05F: match a Gauge Reading to a Specification 

05G: Read and Interpret Unnumbered Gauges 

05H: Read a Moving Gauge 

05I: Adjust Gauges to Meet Specifications 

06 A: Identify Directions that Tools, Hardware, or Components May be Moved 

06B: Align Parts and Equipment 

06C: Interpret Spatial Relations 



07A: Identify Points, Lines, Line Segments, and Bays 

07B: Identify Parallel, Intersecting, and Other Lines 

07C: Identify Perpendicular and Intersecting Lines 

07D: Superimpose Lines 

08A: Identify Geometric Shapes 

08B: Identify Characteristics of Plane Shapes 

08C: Use Descriptions to Identify Objects 

08D: Match Figures of Both Actual Size and Model Drawings 

08E: Identify Objects Based on Position 

09A: identify Angles 

09B: Ideru.y Types of Angles 

10A: Recognize Solid Shapes and Match Solid Figure Shapes to Their Names 

1 1 B: Identify Spatial Orientation Terms with Positions 

1 2A: Add and Subtract Whole Numbers without Carrying or Borrowing 

12B: Add and Subtract Whole Numbers with Carrying or Borrowing 

1 2C: Add and Subtract Decimals 

1 2F: Increase and Decrease Values on Measuring instruments 

12G: Add and Subtract Measurements 

12H: Estimate a Sum or Difference 

13A: Multiply and Divide Whole Numbers 

13B: Multiply and Divide Decimal Numbers 

13C: Divide Numbers with Decimals 

13E: Estimate a Product or Quotient 

14A: Estimate Fractional Length, Area, Volume, and Distance 

14B: Reduce Fractions to Lowest Terms 

14C: use a Conversion Table to Convert Decimals and Fractions 

14D: Convert Decimals, Percents, and Fractions 

14E: Add and Subtract Fractions 

14F: Multiply and Divide Fractions 

14G: Estimate Fractional Parts Using Common Fractions 

15G: Compute the Area and Circumference of a Circle 

151: Use Formulas to Solve Problems Involving Geometric Figures 

16B: Compute Averages 

16D: Solve Problems Using Units of Measurement 

16E: Get Information from Number Lines, Graphs, Tables, and Scales 

1 6F: Solve Conversion Problems 

16G: Solve Problems Involving Ratio and Proportion 

16H: Use Word Problems 

18A; Solve Simple Algebraic Equations 
18B: Derive Equivalent Algebraic Equations 
18C: Calculate with a Pocket Calculator 
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2SA: Follow Directions to Complete a Task Activity 

25B: Select Text and Visual Materials ? 

25C: Follow Directions 

25E: Situational Decision Making 

26A: Recognize Meanings of Common Task-Related Words 

26C: Identify the Meaning of a Word from Context 

26F: Recognize Radio and Navigation Terms 

27C: Locate Information from a Table of Contents, Index, Appendix, and Glossary 

27D: Find the Title Page, Paragraph. Figure, or Chart to Answer Questions and 

Solve Problems 

27E: Skim or Scan for Relevant Information 

27F: Locate Information to Perform a Task Using Cross Reference 

27G: Organize Information from Multiple Sources 

28A: Find Information in Two-Column Tables 

28B: Find Information in Tables with Columns and Rows 

28C: Find information in Complex Tables 
28D: Use Troubleshooting Tables 

29A: Read Illustrations 

29B: Use a Key, Legend, or Parts List 

29C: Read and Use Sections Illustrations 

29E: Use ad Sequence of Illustrations to Follow a Procedure 

29F: Integrate Visual Information to Select a Course of Action 

30A: Identify the Meaning of Symbols on a Flow Chart 
30B: Use Flow Charts to Make Decisions 

30C: Use an Organization Chart to Identify Members of an Organization 

32A: Find Parts on a Form 

32B: Fill in Numbers on a Form 

32C: Fill in Information on a Form 

32D: Write Descriptive Information on a Form 

32E: Locate and Compare Facts on a Form 

33A: Record Essential Information 

33B: Record Mental and Written Notes 

33C: Record Information Using Sentences 

33D: Record Information in More Advanced Situations 

34A: Identify Major and Subordinate Topics 

34B: Write Titles Using Main Ideas 

34C: Select Appropriate Details for Main Ideas 

34D: Label the Parts of an Outline 

35A: Report Writing - Assemble Information 

35B: Re.iort Writing - Summarize Details for a Report 

35C: Report Writing - Select Relevant Details for a Written Report 

35D: Report Writing - Sequence Events in Logical Order 

35E: Report Writing - State Facts and General Impressions 

35G: Report Writing - Summarize Events , _ 



35H: 
351 • 



Report Writing - Summarize the Major Points 

Report Writing - Write a Report that Justifies Actions Taken 
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36A: Speil Frequently Used Words Correctly 

36C: identify Words that Need to be Capitalized 

36D: Use a Reference Source to Correct Misspellings 

36E: Apply Punctuation Rules 

36F: Apply Common Rules of Grammar 

36G: Rewriting Paragraphs 

36H: Appraise a Written Communication and Make Adjustments to Improve 
Clarity 

41 A: Identify Similarities and Differences Between and Among Objects 

41 C: Identify Defects or Damage to Equipment 

41 D: Move, Align, and Connect Objects 

41 E: Identify Objects by Their Characteristics 

41 G: Use Your Senses to Determine a Course of Action 

41 H: Use Codes to Perform a Task 

Reference: 

Using the Job Skills Education Program to Prepare Adults for Vocational or Job 
Specific Training Programs: Job Skills Education Program. Center for Educational 
Technology, Florida State University, April 30, 1990. 
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Task m Objective 

Participant teams will develop instructional materials to be used by an instructor of basic skills 
that will assist students in understanding the relationship and application of basic skills to 
occupational tasks. Task III will be performed using (1) the instructions provided by the 
workshop presenter; (2) lesson plans and/or course outlines of the occupational team member; 
and (3) the worksheet provided by the workshop staff. \ minimum o" two activities should be 
completed for this task. Thirty minutes will be allowed for the completion of this task. 
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Analysis of priorities of pr eviously identified knowledge 

Teacher made pre-tests are very important in determining 
competencies of students enrolled in vocational programs. Once 
competencies are established the development of academic/ 
vocational skill pre-tests may be constructed to assess the 
competency level of students. Two approaches to testing are as 
follows: 

1. Normative Referenced Tests compare one student* s 
performance with the performance of other students. 

2. Criterion Referenced Tests are determined by task 
analysis and employer specifications. 

Pre-tests are instruments used to determine a student's mastery of 
skills associated with a performance or learning objective. In this 
case the pre-test will be used to determine the basic academic 
skill levels of students entering vocational programs. The pre- 
test is not used for a grade to show mastery as is the post-test. 
Pre-tests and post-tests may be used to chart or show the progress 
of a student from the beginning to the end of a vocational program. 
Pre-tests may be administered at various stages of learning in 
order to ascertain level of competency of a certafn subject matter. 

Two test administration methods in vocational education are as 
follows: 

1. Written tests are considered important in ascertaining 
knowledge of elements or facts. Written tests focus on 
rules, definition of terms, and facts. Written tests are 
easier to develop and manage than performance tests. 

2. Performance tests should be developed when evaluation of 
ta*sk performance is necessary. 

Suggestions 

When developing pre-tests the following should be taken into 
consideration: 

1. A task analysis should be completed to determine the 
competencies of the program as pertaining to the academic 
and vocational skills needed by the students. 
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2. Once learning objectives have been defined, the test may 
be developed. 

3. Make sure the test matches the task. 

4. Do not over use written test items. 

5. Determine whether a written or performance test is 
necessary. 

6. In Competency-Based Instruction a criterion referenced 
test should be used. 

7. The assessment results should give direct information 
about pupils' achievements in relation to objectives. 

8. The results should provide a basis for decisions 
concerning future learning needs. Tests should be 
formative in nature. 

9. Consider test item banking and automated tests in order 
to reduce paper work. 

Examples Of an integrated academic/vocational basic s kills pre-test 
using prerequisite "common core skills" competency statements 



MATHEMATICS 

Whole numbers 

1. Write whole numbers from written text, 
six thousand three = 



2. Add and subtract single and multiple digit whole 
numbers . 

8 ft. 8 in. 12 ft. 4 in. 5 yd. 3 ft. 

4-4 ft. ;0 in, - 3 ft. 9 in. - 2 Vd. 2 ft. 

3. Multiply and divide single and multiple digit whole 
numbers . 

5X2= 4/2= 15872X1086= 



204576/1022= 2015367/224= 



One man can put on 43 square feet of roof shingles 
per hour. How many square feet can be put on 
during an 8 hour day by 6 men working at the same 
rate? 
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4. Use arithmetic operations to solve word problems. 

A contractor bought 14,500 board feet of l" native 
pine, 1,250 board feet of 2" spruce, and 1,450 
board feet of 3" hemlock. How many feet of lumber 
did he buy in all? 

5. Read and count single and multiple digit whole 
numbers. 

One thousand three hundred forty-two as a numeral 
is 

(a) 10,342 (b) 1,342 (c) 100,342 

(d) 1,2000,42 (e) none of the above 

6. Round off single and multiple digit whole numbers. 
5362 rounded to the nearest hundred equals 

(a) 5300 (b) 5360 (c) 5400 

(d) 5370 (e) none of the above 

7. Perform arithmetic operations using correct 
hierarchy. 

8 X 25.065 (167 + 246) - 1624 / 76 (2667 - 1422) - 

Fractions 

1. Read and write common fractions. 
Circle the letter of the correct answer. 

5/8 = (a) 0.431 (b) 0.625 (c) 0.75 

(d) 0.605 (e) none of the above 

2. Add and subtract common fractions. 
5/8 +33/4+2 5/6 • 

(a) 5 13/18 (b) 5 5/24 (c) 6 5/24 

(d) 5 7/8 (e) none of the above 

Decimals 

1. Read and write decimals with one or more places. 

.01 = 

.20 = 

.0004 ■ 



2. Multiply and divide decimals with one or more 
places. 

29.95 x .12 - 5925.25 X .03 ■ 

3. Add and subtract decimals with one or more places. 

001.535 55.828 10.188 102.100 

+15JLJUA +Q1. 3,90 - 00.029 - 001.524 

4. Read and write percents. 

(a) six percent - (b) 906% = 

(c) seven percent = (d) 79% - 

5. Compute percents. 

(a) $29.95 x 6% - 

(b) $5925.25 X 3% = 



COMMUNICATION SKILLS 

Written Expr essions 

1. Use plural words correctly. 

goose = tree = bush - 

2. Use correct abbreviation of words. 

American Institute of Architects ■ 

Aluminum — Avenue = 

Bedroom = Gallon = 



3. Use appropriately, words that are often confused 
because of similar sounds. 

We need to order five more boxes of (stationary, 
stationery} . 

He p^ns to (accept, except) a new position at the 
end of the year. 

(They're, Their, There) office equipment is 
obsolete. 

4. Punctuate one's own correspondence. 

Circle the sentences in which all the commas are 
used correctly. 

Will you please sign, and return the enclosed forms 
by June 1. 



She proofread the manuscript, but could find no 
errors. 

Naturally, we guarantee the quality of all our 
products. 

You are to be congratulated on a job well done a 
job extremely well done. 

Capitalize words correctly. 

Circle the sentences in which capital letters and 
punctuation have been used correctly. 

He hope that president Jones will be able to attend 
the reception. 

The Japanese beetle is not very troublesome in its 
native country (Japan) ; however, in America it is a 
most destructive insect. 

Write clear, correct statements to fill out forms 
accurately. 

Circle the letter of the sentence that is correctly 
written. 

(a) Because management is seeking decentral- 
ization, this is an opportunity to innovate 
and show your ability. 

(b) The job completed after two years of 
construction and the expenditure of $7 
million. 

(c) If the project comes in on time with no cost 
overruns . 

(d) when the shipment arrived, it was damaged. 
Spell correctly. 

circle the words which are not spelled correctly, 
canceled congradulated oficiate 

personal oficial upholstory 

personnel accurately mortgager 

Use verbs that agree with subjects. 

Circle the verb that agrees with the subject of the 
sentence . 

Among those papers (is, are) the missing report. 
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The supervisor and the office manager (take, takes) 
every precaution when obtaining needed office 
equipment. 

Every one of the customers (has, have) been 
notified of the bank's new location. 

9. Use the correct tenses of verbs. 

Fill in the correct tense of the verb in 
parentheses. 

The welder (clean) the metal before and 

after welding. 

By mistake, the customer (throw) away 

his copy of the estimate. 

The welding electrodes and work leads 

(wear) our due to excessive use. 

Reading /Verbal Reasoning 

1. Find, read and understand information written on 
the 8th, 10th, and 12th grade level. 

Read the following passage and answer question 5. 

During the past few years business has made 
rapid strides in applying to the field of 
office management the same fundamental 
principles of procedure and method that have 
been in successful use for years in production 
work. Present-day competition, resulting in 
smaller margins of profit, has made it 
essential to give careful attention to the 
efficient organization and management of 
internal administrative affairs so that 
individual productivity may be increased and 
unit costs reduced. 

5. According to the above paragraph 

(a) Office management always lags behind 
production work. 

(b) present day competition has increased 
individual productivity. 

(c) Efficient office management seeks to 
reduce gross costs. 

(d) The margin of profits widens as 
individual productivity is increased. 
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(e) Similar principles have met with equal 
success in the fields of office 
management and production work. 

2. Paraphrase a passage to confirm one's 
understanding of vhat vas read. 

Read the following passage and in the space 
below, write a title and a brief summary of 
the major ideas of the passage. 

No-clip coupons, reverse vending 
machines, and paperless shelf labels are among 
the technological wonders coming soon to your 
grocery store. The vending machine will 
gobble up recyclable plastic containers and 
give you a receipt to be redeemed at the 
checkout counter. with the new no-clip 
system, you set up an account to which the 
store deposits coupons electronically each 
month; money is deducted automatically when 
you check out. Electronic shelf labels let 
stores change prices quickly and guarantee 
that the listed price matches the price in the 
checkout scanner. 

Although technology is the big news, 
supermarkets are also introducing things small 
and simple: kid-size shopping carte, for 
example. 

3. Read and understand short notes, memos and 
letters. 

Read the following short note and answer the 
question. 

When new bearings are to be installed, make 
sure your hands, the workbench, tools, and all 
engine parts are clean. Keep the new bearings 
wrapped up until you are ready to install 
them. Then handle them carefully. Wipe each 
with a fresh piece of cleaning tissue just 
before installing the bearings. 

(1) The first step in installing new bearings 
is 

(a) wrap the new bearings 

(b) clean hands and work area 

(c) wipe the new bearings 

(d) Put bearing shells in place 



Use a dictionary to find meaning, 
pronunciation, and spelling of words. 
Consult a dictionary and write the meaning and 
pronunciation symbols of the following words: 

Pitch- 
Slope- 
Rise- 
Area- 

Board f oot- 

Use the telephone directory to make local and 
long distance calls. 

Refer to the following phone book strip and 
answer the following question. 

Hamel Robt M 16 Highbridge Dr. ... .333-2125 

Hamel Robt J 103 Bingham Rd 737-1430 

Hamel Robt S 18 Jenkins Prov 245-1021 

Hamel Ronald C. 21 Quail Dr 781-3811 

Hamel S.A. 21 Dogwood cir 245-1560 

What is the telephone number of Robert Hamel 
who lives on Bingham Rd.? 

(a) 333-2125 (d) 245-1560 

(b) 737-1340 (e) none of 

(c) 737-1403 these 

Use textbook features, such as index, table of 
contents, glossaries, etc. 

Refer to the following Table of Contents to 
answer question 1. below. 

Table of contents chanter 

PART THREE SHIELDED METAL ARC WELDING 
9 Shielded Metal Arc Welding Equipment 

and supplies io 

10 Shielded Metal Arc Welding (AC & DC) . . 35 

PART FOUR GAS TUNGSTEN AND GAS METAL ARC 
WELDING 

11 GTAW and GMAW Equipment and Supplies.. 45 

12 GTAW , 60 

12 GMAW 65 

1. In what chapter would you find 
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information about the types of welding 
rods required for GTAW? 

(a) 35 (b) 60 

(c) 65 (d) 45 

Distinguish between facts and opinions. 

Place a check by the following statement which 
shows fact compared to opinion. 

The mechanic installed a fuel pump thi't was 
defective. 

With the installation of a defective fuel pump 
the mechanic could not guarantee the 
serviceability of the automobile. 

Recall information accurately from memory. 

Read the following statement and perform the 
procedure. 

Raise the hood of the car, check the tightness 
of the starter with the wrench, tighten 
starter if needed, and try the key to verify 
if starter functions. 

Carry out correctly written or oral 
instructions. 

Read the following recipe and prepare the 
dish. 

1 cup sugar 
1 cup flour 
1 egg 

l tablespoon baking powder 

Cook 35 minutes in an oven at 350 degrees and 
serve in heat resistant plates. 



t<4 



TIII-2 



POST-TEST 

Analysis of priorities of previously identified knowledge 

Grant Wiggins (1988) asked the question, "What is a true 
test?" He proposed a radical answer, in the sense of a return to 
the roots. According to Wiggins tests grew out of the "school- 
efficiency" movement in the years between 1911 and 1916. 

The root of the word assessment reminds us that an assessor 
should sit with a learner in some sense to be sure that the 
student's answer means what it seems to mean. For a test to be 
authentic the student's response to the assessment should be 
requested. 

Wiggins (1988) felt that we had lost sight of the fact that 
a true test of intellectual ability requires the performance of 
exemplary tasks. Authentic tests should duplicate the challenges 
and standards of performance that face writers, business people, 
scientists, community leaders, designers, or historians. Wiggins 
feels that tests should include writing essays and reports, 
conducting individual and group research, designing proposals and 
mock-ups, assembling portfolios, and so on. Research shows that 
legitimate assessments are responsive to individual students and 
to school contexts. Evaluation is most successful when it takes 
into consideration the human judgment and dialogue. The student 
must be able to ask for clarification and explain the answers. A 
test allows the instructor to view the achievement of the student 
concerning essentials as well as challenges to standards. 

The test is central to instruction. A test should give a 
reflection on all materials being taught. In order for a test to 
be appropriate to the success of students in programs, the test 
should not be considered only in terms of accountability. 

College transcripts tell the employer nothing about what a 
student can actually do. The employer, according to Carnes 
(1990), through viewing actual performance of graduates of 
vocational programs during the first term of employment can 
actually determine the degree of acquired knowledge. Research 
shows that tests not only monitor standards, but should set them. 
Students want to know if certain items of learning will be on a 
test. This is natural and instructors should satisfy this 
natural question with a positive reply. There is no harm in an 
instructor "teaching to the test" if the test offers the student 
a genuine challenge. If a test is thought of in terms of 
accountability the real reason for testing is missed. 

As George Strayer (1989), head of the National Education 
Association (NEA) Committee on Tests and Standards for School 
Efficiency, reported, "We may not hope to achieve progress except 
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as such measuring sticks are available." Peter Elbow (1986) 
pointed out that in all performance-based education, the teacher 
goes from being the student's adversary to being the student's 
ally. Several questions, according to the literature, must be 
asked concerning testing: 

1. What kinds of challenges would be of most educational 
value to students? 

2. What kinds of challenges would give teachers useful 
information about the abilities of their students? 

3. How will the results of a test help students know their 
strengths and weaknesses on essential tasks? 

4. How can a program adequately communicate its standards 
to interested outsiders and justify them? 

The literature shows that tests should be central 
experiences in learning. The problems of administration and 
scoring should be approached after an authentic test has been 
developed. Mastery is more than producing verbal answers on cue, 
it involves thoughtful understanding as well. According to Grant 
Wiggins U987) an authentic test enables the instructor to watch 
a learner pose, tackle, and solve slightly ambiguous problems. 
It allows us to watch a student marshal evidence, arrange 
arguments, and take purposeful action to address the problems. 

In performance-based instruction the mastery of a competence 
is not made on one performance. The patterns of success and 
failure are observed numerously. Educators typically learn too 
much about a student's short-term recall and too little about a 
student's habits of mind. Gilbert Ryle (1949) in Concept of 
Mind, explained that habit involves thoughtful control over ideas 
and that a single performance is inadequate. There is a need to 
observe a students' acquired knowledge and not rote catechisms 
coughed up in response to pat questions. 

Walter Haney (1985) expressed that a test should not be 
hidden from a student. The test should be repeatedly taken as a 
musical instrument is practiced and a musical piece is played. 

Robert Glaser (1988) reported that designing authentic tests 
should involve knowledge that is forward-looking. All tests 
should be viewed as "assessments of enablement." All tests 
should involve students in the actual challenges, standards, and 
habits needed for success in the academic disciplines and in the 
workplace. A test should duplicate as near as possible the 
challenges facing a person in the field. 

In 1980 the London Department of Education and Science 
offered the following from an assessor's manual for a mathematics 
test for British 15-year-olds covering the ideas of perimeter: 



1. What is the perimeter of a rectangle? (Write student 
answer . ) 

2. Present sheet with rectangle. Ask: could you show me 
the perimeter of this rectangle? {If necessary, 
teach) . 

3. Ask: How would you measure the perimeter of the 
rectangle? (If necessary, prompt for full procedure. 
If necessary, teach...). 

The scoring system works as follows: 

1. Unaided success. 

2. Success following one prompt from the tester. 

3. Success following a series of prompts. 

4. Teaching by the tester, prompts unsuccessful. 

5. An unsuccessful response, and tester did not prompt or 
teach. 

6. An unsuccessful response despite prompting our, 
teaching. 

7. Question not given. 

8. unaided success where student corrected an unsuccessful 
attempt without help. 

The successful responses were combined into two larger categories 
called unaided success and aided success, with percentages given 
for each. 

Suggestions 

Robert Glaser and others (1988) suggested the criteria of 
authenticity of tests as follows; 

1. Structure and logistics. 

2. Intellectual design. 

3. Standards of grading and scoring. 

Examples of an integrated academic/vocational basic skills post- 
test usin g prerequisite "common core sfcills"competency statements 

See Pre- test for examples. 
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INSTRUCTIONAL ACTIVITIES 

Analysis of priorities of previously identified knowledge 

The Texas System for Developing A Competency-Based 
Curriculum (TEXCOM 1990 ) illustrates instructional activities. 
The manual suggests that the overall efficiency of the activities 
depends upon the experiences selected by the developer. The 
quality of the learning guide determines whether students master 
the knowledge and skills easily or with difficulty. The 
activities should allow the student to progress through the 
program with ease while learning the maximum. Carnes, TEXCOM 
( 1990 ) , explains that a learning activity plan should have the 
learning objective described. The learning objective is a 
description of the procedure the student will follow to complete 
the plan. The procedures have two parts as follows: 

1. The information describing the learning assignments 
should be in desired sequence. 

2. A description of the resources and instructions 
required to complete each assignment should be given. 

Suggestions 

The learning activities should reflect all the competencies 
the student should experience in program development. The 
activities should include tests and self -check answer keys at 
certain points. Instructions may be brief, but the statements 
should give the student enough directions to complete the task. 
Much thought must go into the development of activities for 
students . 

The Alabama Performance Based Instruction Manual (1979) 
reports the following suggestions in designing practice 
activities: 

1. Write the exercises, situations, or projects which 
require application of what is to be learned in the 
information lesson. 

2. Design the projects, performances, or situations to be 
required in the application portion of the module. 
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Examples of integrated academic /vocational basic skills 
instructional activities using prerequisite "conrnon core skills" 
competency statements 

MATHEMATICS 

Whole numbers 

1. Write whole numbers from written text. 

See activity sheet 1 "Whole Number from 
Written Text." 

2. Add and subtract single and multiple digit 
whole numbers. 



See activity sheet 2 "Addition and 
Subtraction of Whole Numbers." 



I 

13. Multiply and divide single and multiple digit 
wViol a nnnihore . 
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whole numbers. 

See activity sheet 3 "Multiplication and 
Division of Whole Numbers." 

4. Use arithmetic operations to solve word 
problems. 

See activity sheet 4 "Solving Word Problems." 

5. Read and count single and multiple digit 
whole numbers. 

See activity sheet 5 "Reading Whole Numbers." 

6. Round off single and multiple digit whole 
numbers. 

See activity sheet 6 "Rounding Whole 
Numbers . " 

7. perform arithmetic operations using correct 
hierarchy. 

See activity sheet 7 "Using Correct 
Arithmetic Hierarchy." 

Fractions 

1. Read and write common fractions. 

See activity sheet 8 "Writing Common 
Fractions . " 
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2. Add and subtract common fractions. 

See activity sheet 9 "Adding and Subtt acting 
Common Fractions." 

Decimals 

1. Read and write decimals with one or more 
places . 

See activity sheet 10 "Writing Decimals-" 

2. Multiply and divide decimals with one or more 
places . 

See activity sheet 11 "Multiplication and 
Division of Decimals." 

3. Add and subtract decimals with one or more 
places. 

See activity sheet 12 "Addition and 
Sub' raction of Decimals." 

4. Read and write percents. 

See activity sheet 13 "Reading and Writing 
Percents . " 

5. Compute percents. 

See activity sheet 14 "Computing Percents." 
COfMUNICATIOH SKILLS 

Written Expressions 

1. Use plural words correctly. 

See activity sheet 15 "Use of Plural Words." 

2. Use correct abbreviations of words. 
See activity sheet 16 "Abbreviations." 

3. Use appropriately, words often confused 
because of similar sounds. 

See activity sheet 17 "Words with Similar 
Sounds . " 




4. Punctuate one*s own correspondence. 
See activity sheet 18 "Punctuation." 

5. Capitalize words correctly. 

See activity sheet 19 "Capitalization." 

6. write clear, correct statements to fill out 
forms accurately. 

See activity sheet 20 "Writing Clear, Correct 
Statements . " 

7. Spell correctly. 

See activity sheet 21 "Spelling Correctly." 

8. Use verbs that agree with subjects. 

See activity sheet 22 "Subject Verb 
Agreement . " 

9. Use the correct tenses of verbs. 
See activity sheet 23 "Verb Tense." 

Reading/ Verbal Reasoning 

1. Find, read, and understand information 
written on the 8th, 10th, and 12th grade 
level. 

See activity sheet 24 "Reading on the 8th, 
10th, and 12th Grade Level." 

2. Paraphrase a passage to confirm one's 
understanding of what was read. 

See activity sheet 25 "Paraphrasing 
Passages . " 

3. Read and understand short notes, memos, and 
letters. 

See activity sheet 26 "Reading Notes, Memos, 
and Letters." 

4. Use dictionary to find meaning, 
pronunciation, and spelling of words. 

See activity sheet 27 "Using A Dictionary." 



Use the telephone directory to make local and 
long distance calls. 

See activity sheet 28 "Using A Telephone 
Directory." 

Use textbook features, such as index, table 
of contents, glossaries, etc. 

See activity sheet 2S "Using An Index, Table 
of Contents, and Glossaries, etc." 

Distinguish between facts and opinions. 

See activity sheet 30 "Facts and Opinions." 

Recall information accurately from memory. 

See activity sheet 31 "Recollection of 
Information. " 

Carry out correctly written or oral 
instructions . 

See activity sheet 32 "Following Written and 
Oral Instructions." 



Activity #1 
-Whole Numbers From Written Text" 

ASSIGNMENT SHEET - WRITING NUMERALS 

Write the numeral for each of the following. 

a. Five thousand 

b. One thousand fifty 

c. Six thousand two 

d. Two thousand, eight hundred 

e. Nine thousand, forty-seven 

f. Ten thousand, two hundred two 

g. Thirty-seven thousand, four hundred sixty-two 

h. Forty thousand, eight hundred ninety-seven 

i. Eight hundred four thousand, two hundred sixty-three 
j. Six hundred twenty-one thousand, one hundred one 
k. Eight thousand, six hundred twelve 

1. Twenty-seven thousand, four hundred three 

m. Five hundred six thousand, two hundred twenty-one 

n. Thirty-two million, six hundred thousand, one hundred twenty-nine 

o. Four hundred six million, ninety-seven thousand, ten 

p. Six billion, twenty-eight million, two hundred five thousand, eighteen 

Give the place value of each digit in the following numeral: 2,345,178 

a. 2- 

b. 3- 

c. 4~ 

d. 5~ 

e. 1- 

f. 7- 

g. 8- 



Activity #2 

"Addition and Subtraction of Whole Numbers" 



FIND THE SUM 
1. 12 + 8 = 

A. 30 

B. 4 

C. 20 

D. 8 

E. 96 



SUBTRACT THE WHOLE NUMBER 
4. 39 - 14 = 

F. 25 

G. 35 

H. 16 
J. 53 
K. 52 



2. 



26 
42 
39 
17 
+ 78 



F. 

G. 

H. 

J. 

K. 



149 
820 
203 
102 
202 



263 
143 



A. 
B. 
C. 
D. 
E. 



506 
32 
12 
406 
120 



3489 
1639 



3. 235 
142 
+ 623 



A. 1000 

B. 999 

C. 980 

D. 990 

E. 1001 



F. 5128 

G. 1950 

H. 1850 
J. 2050 
K. 2250 




Activity #3 

"Multiplication and Division of Whole Numbers" 
ASSIGNMENT SHEET - CALCULATING COST OF LUMBER 



Directions: Figure the cost of the lumber in each of the problems listed below. Give 
answer correct to the nearest cent. (M = 1,000 board feet) 

1. One board 2" x 4" x 12' at $100.00 per M. 

2. Five boards l"x8"x 10' at $80.00 per M. 

3. Ten boards 4" x 4" x 15* at $245.00 per M. 

4. Twenty boards 1" x 12" x 6* at $60.00 per M. 

5. Six boards 2" x 6" x 14' at $75.00 per M. 

6. A contractor ordered the following for framing a garage: 

36 studs, 2" x 4" x 8' 

9 sills, 1" x4"x20* 

4 plates, 2" x 6" x 20' 
24 rafters, 2" x 8" x 14' 
60 T x 6" x 22' for sheathing 

a. Find the total number of board feet he ordered. 



b. If he paid $135.00 per M, how much did the order cost? 
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Activity #4 
"Solving Word Problems" 

ASSIGNMENT SHEET - PAYMENT FOR PIECEWORK 

Solve these problems. 

a. Jim was hired to pick strawberries. If he is paid $0.07 for each quart, how 
much was he paid for picking 376 quarts? 

b. Sue Smith works in a shirt factory. For folding and packaging shirts, she is 
paid $0.04 per shirt. Last week she folded and packaged 122 dozen shirts. 
How much did she earn last week? 

c. John Doe is a driver education instructor. For each lesson he gives, he is paid 
$2.75. Last Saturday he gave 12 lessons. How much did he earn? 

d. Sam Stone is paid $5.28 for each gross (144) of brass bushings he polishes. 
Last week he polished 7056 bushings. What was his week's pay? 

e. Mrs. Rose is a seamstress. She is paid $2.25 for hemming a dress or skirt; 
$1.00 for mending a tear in clothing; and $.50 for sewing tucks in a waist of a 
dress or skirt. Last week Mrs. Rose hemmed 15 dresses and five skirts, 
mended 8 small tears, and rucked the waists of five skirts. How much did she 
earn last week? 

f. Jim West sells newspapers. He receives five cents per copy for each daily he 
sells and 10 cents per copy for each Sunday paper he sells. Last week, Jim 
sold 473 daily newspapers and 689 Sunday papers. How much did he earn? 

g. Jess and Joe operate a shoe shine stand. They charge 25 cents to shine a pair 
of shoes. Last week, Jess shined 47 pairs of shoes and Joe shined 39. How 
much did each boy earn? 

h. Mary works in a factory, she is paid 12 cents for each shirt collar she sews on 
a shirt. Yesterday she put collars on 188 shirts. What were her wages for the 
day? 

i. Mildred is employed by a beauty salon. She is paid $4.00 for each permanent 
and $1.75 for each hair set or haircut. Last week she gave five permanents, 
10 hair sets, and eight haircuts. How much did she earn? 

j- John is paid $2.00 for each car he polishes; $3.00 for each wash and grease 
job; $1.25 for each flat that he fixes. How much did he earn last week when 
he polished 15 cars, washed and greased nine cars, and fixed 13 flats? 
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Activity #5 
"Reading Whole Numbers" 



ASSIGNMENT SHEET APPLIED WORD PROBLEMS 

Directions: Solve these applied word problems and show your work. 

1 . An electrician cut the following lengths of wire from a roll: 12,375 feet, 
8.875 feet, and 21.625 feet What was the total amount of wire cut from the 
roll? 



5. 



6. 



A maintenance foreman wishes to fence a rectangular area for storage. If the 
area is 26.5 feet wide and 44.25 feet long, how much fence will he need? 





:•' 44.25 'ft. •'-'^- ^J 
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The thicknesses of several pieces of metal were measured with a micrometer. 
They were found to be .035, .608, .0513, and .026 inches. What is the 
combined thickness of the four pieces of metal? 

A television repairman earned the following amounts in five days: $30.78, 
$41.63, $35.16, $43.17, $29.83. What was his total earnings for the week? 

A truck driver loaded three cartons on his truck. The weights of the cartons 
were: 73.8, 95.25, and 608.4 pounds. What was the weight of his load? 

A plumber worked for one week on a construction job. The number of hours 
that he worked each day were: 10.75, 8.5,9.33, 8.0, 6.25. How many hours 
did he work that week? 



7. A cabinet maker built this set of book shelves. What was the total height of 
the shelves in inches? 
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Activity #6 
"Rounding Whole Numbers" 

ASSIGNMENT SHEET - NEARER WHOLE NUMBER 



Directions: Shade the columns as in problem 1 and then round the following numbers to the 
nearer whole number. 



1. 


3.7 


11. 


18.9 


2. 


1.4 


12. 


20.356 


3. 


2.57 


13. 


17.752 


4. 


2.508 


14. 


6.346 


5. 


9.3451 


15. 


12.815 


6. 


5.5 


16. 


15.7 


1. 


6.0 


17. 


22.63 


8. 


7.19 


18. 


8.691 


9. 


8.359 


19. 


18.98 


10. 


22.4731 


20. 


4.34 




19 

20j:j 
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Activity #7 
"Using Correct Arithmetic Hierarchy* 



ASSIGNMENT SHEET - PIECEWORK WITH A REQUIRED STANDARD 



Directions: Find the pay for each of the jobs listed in the table below. A standard is required 
of each worker and a bonus is gven for those who make above the standard and a fee is charged 
for each defective part. 



JOB 


RATE 


STANDARD 


BONUS 


DEFECTIVE PARTS FEE 


A 


$.03 


240 


$.015 


5 


B 


$.04 


200 


$.02 


8 


C 


$.05 


180 


$.03 


10 


D 


$.025 


360 


$.01 


3 



Find the pay for the day. 



JOB 


1. 


A 


2. 


B 


3. 


C 


4. 


D 


5. 


A 


6. 


B 


7. 


C 


8. 


B 


9. 


C 


10. 


C 


11. 


D 


12. 


A 


13. 


D 


14. 


A 


15. 


B 



PARTS 



262 
210 
196 
384 
242 
292 
182 
206 
208 
200 
370 
244 
376 
284 
250 



o 

MRLC 
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DEFECTIVE 



8 

5 

7 

11 

4 

3 

6 

3 

8 

8 

8 

10 
9 
6 
8 



Activity #8 
"Writing Common Fractions" 

ASSIGNMENT SHEET - ONE-SIXTEENTH SCALE RULER 



Each inch on the ruler below is divided into equal parts. 

Each small unit represents what fraction of an inch? 



How many sixteenths are there in an inch? 




How far is point A from the zero end of the ruler? 

How far is point B from the zero eno" of the ruler? 

How many 1/2-inch units are in an inch? 

How many 1/8-inch units are in an inch? 

How many 1-inch units are in an inch? 

How many 1/4-inch units are in an inch? 

How many 1/16-inch units are in an inch? 

Each inch on the ruler shown below is divided into equal parts. 

Each part is called a of an inch. 

There are how many sixteenths in one inch? 



There are how many sixteenths in one-half inch? 





Activity #9 

"Adding and Subtracting Common Fractions* 



1/2 + 2/3 « 

F. 3/5 

G. 7/6orll/6 

H. 3/6 

J. 9/6orll/2 
K. 8/6orll/3 

3/4 + 1/2 - 

A. 3/8 

B. 4/6 

C. 9/8 or 1 1/8 

D. 4/5 

E. 5/4 or 1 1/4 

5/8 + 3/4 = 

F. 1 1/32 

G. 1/8 

H. 1 1/9 or 1 3/8 
J. 8/12 

K. 1/3 



5/8- 


1/4 - 


A. 


3/4 


n 

D. 


JIO 


c. 


3/2oi 


D. 


1/2 


E. 


1/8 


1/2- 


1/3 « 


F. 


1/5 






H. 


1/3 


J. 


1/6 


K. 


1/4 


3/7- 


1/4 = 


A. 


2/11 


B. 


5/28 


C. 


4/11 


D. 


2/3 


E. 


19/28 
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Activity #10 
"Writing Decimals" 



Match the correct decimal notation for each of the following. 



a. 


5 6710 


1. 


7.83 


b. 


1 2/100 


2. 


5.006 


c. 


87/1000 


3. 


78.3 


d. 


7 83/100 


4. 


.087 


e. 


5 6/100 


5. 


.783 


f. 


5 6/1000 


6 


87 7 


g- 


78 3/10 


7. 


5.6 


h. 


87 7/10 


8. 


102.0 


i. 


102 


9. 


5.06 


j- 


783/1000 


10. 


1.02 



Write the numbers in decimal notation for each of the following. 



a. 


63 9/10 


b. 


5 93/100 


c. 


5 93/1000 


d. 


5 93/10,000 


e. 


3 825/1000 


f. 


38 95/100 


g- 


38 95/1000 


h. 


42 3/10 


i. 


402 3/10 


j- 


897 97/100,000 


k. 


96/100 



Activity #11 
"Multiplication and Division of Decimals" 



Multiplication: 

(NOTE: Total the number of decimal places to the right of the decimal point in both the 
factors. This total represents the correct number of decimal places in the product) 

Examples: 4.2 x 0.3 = 1.26 1.4 x 0.49 - 0.686 

1 + 1=2 places 1+2 = 3 places 

1 . Using the examples above, explain how the decimal point was located in each of these 
problems. 

a. 14.7 x 0.13 = 1.911 d. 0.002 x 15.4 - 0.0308 

b. 0.07 x 0.004 = 0.00028 e. 15 x 1.5 = 22.5 

c. 2.5 x 7.5 » 18.75 f. 0.008 x 0.9 - 0.072 

2. Correctly place the decimal points in these products. Add zeros when needed. 

a. 224 x 2.4 = 5376 d. 22.4 x 0.24 = 5376 

b. 2.24 x 0.024 « 5376 e. 0.0224 x 0.24 - 5376 

c. 0.688 x 0.45 = 30960 f. 68.8 x 0.45 = 30960 

Division: 

1 . Mrs. Lockman bought 12 square yards of carpeting for $107.40. What was 
the price per square yard? 

2. Jay Brown spent $4.42 on 13 gallons of gasoline. What was the price per 
gallon? 

3. A 78 foot cable is to be marked at intervals of 3.25 feet for testing. Into how 
many such intervals will the cable be divided? 



4. Dean and his father went ot buy a small truckload of watermelons. The 
melons were priced at 45 cents each. How many melons could they buy for 
$30.60? 

5. Gary feeds his pets 3 pounds of oats a day, or 1095 pounds a year. A bushel 
of oats weighs 32 pounds. How many bushels of oats does Gary need for the 
year? (Carry answer to 3 decimal places) i r>^ 
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Activity #12 
"Addition and Subtraction of Decimals" 



I Addition: 

I Directions: Write these decimal numbers in proper form and find the sum. 

1. 5.01 + .0074 + 6.9 + 71 - 

1 2. 38.03 + .52 + .064 + 9 = 

I 3. 973.22 + .65 + .0015 + 25 - 

4. $49.19 + $.78 + $5 +$15.07 = 

■ 5. 2,744 + 73.27 + .02462 + 73.69 - 
I 6. $29.98 + $.87 + $6 + $13.02 = 

- 7. 4.85 + .0026 + 9.5 + 56 = 

8. 53.52 + .58 + .074 + 8 = 

I 9. 314.46 + .82 + .0037 + 31 = 

■ 10. $29.63 + $.67 + $9 + $67.65 = 

■ Subtraction: 

Directions: Rewrite these problems. 

I 1. 868.87 - 516.89 = 

I 2. 5<: - 19.856 = 

3. 198 - 56.987 » 

■ 4. 567.94 - 59.78 - 
I 5. $815.23 = $65.98 = 

6. $20.03 - $15.88 = 

" 7. 694.7 - 24.3 - 

I 8. 5,000 - 892.66 - 

| 9. $15 - $12.53 - 

10. 219.3 - .085 = 

r o 

ERIC 



Subtract and check your work. 
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Activity #13 
"Reading and Writing Percents" 



Express each percent as a fraction. 



a. 


50% 


b. 


25% 


c. 


33 1/3% 


d. 


36% 


e. 


28% 


f. 


14 2/7% 


g. 


21% 


h. 


45% 


• 

i. 


66 2/3% 


« 

J. 


70% 



Express each percent as a decimal. 



a. 


47% 


b. 


15% 


c. 


33.3% 


d. 


62% 


e. 


75% 


f. 


3% 


g* 


16.8% 


h. 


9% 


• 

l. 


10% 


J- 


50% 



Activity #14 
"Computing Percenis" 



ASSIGNMENT SHEET - FIGURING PERCENTS 



What does it mean to say 100 permit of the class is present today? 

There are 100 pupils in Podunk High School. Fourteen of them are absent. What 
percent of the pupils are absent? 

If 14 of the pupils are absent (Problem 2), how many are present? What percent are 
present? 

There are 100 cents in a dollar. Twenty-five cents is what percent of a dollar? Five 
cents is what percent of a dollar? 

There are 100 books in a library. Ninety-four have been read. What percent of the 
books have been read? 

If 94 of the books (Problem 5) have been read, how many have not been read? What 
percent have not been read? 

If 11% of the pupils in a school are absent, what percent are present? 

If 6% of the books that a store had in stock were not sold, what percent were sold? 

If 60% of the cyclists in town had licenses, what percent did not have licenses? 

Byrl raises white rats. Ten percent of his rats are a year old; and 40% are over a 
year old. What percent are less than a year old? 

Richard has three kinds of traps: No.l traps, No.l 1/2 traps, and No.2 traps. Eighty 
percent of his traps are No.l traps, and 15% are No. 1 1/2 traps. What percent are 
No.2 traps? 

The Smiths spent 22% of their income for their house, 17% for food, 15% for 
clothes, and 8% for fun. What percent was left for other things? 

Chester has finished 75% of the painting he is doing . What percent does he still 
have to do? 

Betty has completed 40% of her dress. What percent does she still have to do? 
If you have completed 93% of these problems, what percent do you still have to do? 
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Activity #15 
"Use of Plural Words' 1 



Form the plurals of nouns. Complete each of the following sentences with the proper plural 
form of the noun given in parentheses. 

1. Like the main paths in the body's circulatory system, main traffic routes are 
.(artery) 

2. Thousands of men wearing marched down Fifth Avenue during the Shriners 

Parade, (fez) 

3. The team practiced throwing forward all day. (pass) 

4. Isn't there a novel about Vietnam entitled the of Eden? (Alley) 

5. My litiie cousin could not play with his presents because no one had remembered to 
bring . (battery) 

6. Six , two wizards, and a warlock came trick-or-treating at our house on 

Halloween, (witch) 

7. Dr. Natalie Karakov specialized in building .(rookery) 

8. The lifespan of some is as little as a single day. (insect) 

9. At the experimental farm, Roberta was given the job of overseeing the . 

(hatchery) 

10. The best place to study the behavior of is in the wild, (monkey) 




I 
I 
I 
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Activity #16 
,, Abb^eviations ,, 



(Auto Mechanics) 



Using this handout, the student will match abbrevia ions with terms with 90 percent accuracy. 



1. 


A/C 


Idle Speed Control 


2. 


ACC 


Closed Loop 


3. 


A/F 


Pulse Air Injection System 


4. 


ATDC 


Canister Purge 


5. 


Ala 


Positive Crankcase Ventilation 


6. 


CAL-PAC 


Air Conditioning 




CAT CONV 


Kilometers 


8. 


ccc 


Power Brakes 


9. 


CL 


Electronic Spark Control 


10. 


CP 


Federal Motor Vehicle Standards 


1 1 
11. 


Ct T TXT 


Distnbution Ignition System 




DIS 


Air Fuel (Ratio) 




ESC 


Calibration Package 


1 A 

14. 


FMVS 


Cubic Inch 


1 c 


HC 


Hydrocarbons 


16. 


ISC 


Automatic Climate Control 


17. 


KM 


Computer Command Control 


18. 


PAIS 


After Top Dead Center 


19. 


P/B 


Air Temperature Sensor 


20. 


PCV 


Catalytic Converter 
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Activity #17 
"Words with Similar Sounds" 



Use a dictionary to look up the following word pairs. Write a definition of each and explain 
the differences between them. Write a sentence for each word that clearly shows you know 
how to use it correctly. 



adverse/averse 

prescribe/proscribe 

raze/raise 

impassable/impassible 
flaunt/flout 
device/devise 
judicial/judicious 



laudable/laudatory 

regardless/irrespective 

repertoire/repertory 

sympathy/empathy 

reverend/reverent 

discreet/discrete 
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Activity #18 
"Punctuation" 



Punctuation - In the following sentences, some of the necessary punctuation is missing. 
Write in the missing punctuation marks. 

1. The bill which I received today was incorrect 

2. Please remember to include your address and phone no on the appl form. 

3. When will you be able to return the call 

4. Stop that immediately 

5. Jogging bicycling swimming and playing tennis are all very good sports for increasing 
heart and lung capacity. 

6. The report must be delivered to 7000 144th Street Seattle WA as soon as possible. 

7. Are you planning to go with us or will you drive your own car? 

8. His most recent book Climbing to the Top has not been selling very well. 

9. Carrying her shoes in her hand she tiptoed across the floor and up the stairs. 

10. Even though we had made reservations we had to wait nearly an hour. 

11. All future payments of course will be made directly to the accounting office. 

12. The director announced "That subject will be discussed at our next meeting." 
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Activity #19 
Capitalization" 



I. Capitalization - In the following sentences, cross out letters which should be capitalized 
and write in the capital letter above: 

1 . he is the best worker in the entire company. 

2. His uncle charlie also has a dog named charlie. 

3. Is the 17th of October a Sunday or a monday? 

4. st. paul and minneapolis, minnesota, are widely known as the "twin cities." 

5. I recently applied for a job at hampton industries, a manufacturer of electronic 
circuitry. 

6. Our new offices are located downtown in the bramfield building. 

7. The u.s. Olympic committee helps to raise money for our athletes to compete in the 
Olympics. 

8. The author of walking ac ross country was recently interviewed on that radio program. 

9. many people prefer to work outdoors because they feel more free. 

10. I suggest that you call dr. andrews, the new veterinarian, to ask about blackie's 
injured leg. 
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Activity #20 
"Writing Clear, Correct Statements" 



COMPOSE A LETTER using the following information. 

You are the manager of a computer company in Bismark, Texas. Your organization is 
planning a spring-break trip to Aspen, Colorado, to ski and take pictures. Write to the 
Snowtop Lodge requesting the cost of six double rooms for five days (March 3 through 
March 7) and the availability of the rooms. Find out if a deposit is required, the amount of 
the deposit, and the date the deposit is due. You also would like any information the hotel 
might have on the local skiing facilities. 

Address the letter to Snowtop Lodge, 9999 Frosty Way, Aspen, Co 53662. 



Activity #21 
"Spelling Correctly* 



DIRECTIONS: Given below are definitions of "consumer" terms used in clothing 
advertising. Select the proper spelling for the word being defined and write the letter of the 
correct response in the space provided. 

1. A sale, generally at reduced prices, to dispose of old or out-of-season 

merchandise. 

a. cleerence d. cleerinse 

b. clearance e. clearinse 

c. clearance 

2. Clothing acceptable only one time of the year; such as swimwear. 

a. seesunel d. seasonle 

b. seesonal e. seasonal 

c. seasunnel 

3. To reserve (or save) for the future at the store with a small deposit. 

a. layway d. laway 

b. awaylay e. layalway 

c. layaway 

4. A ticket given by the store when sales item is no longer available, thus 

allowing the consumer to purchase the item at a later date for the sale price. 

a. rein check d. rain check 

b. rane check e. rainchek 

c. rain chek 

5. A man-made fabric, constructed from polymer resins. 

a. pollyaster d. polyester 

b. polliester e. poliester 

c. pollyester 
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Activity #22 
"Subject/Verb Agreement" 

Choose the standard form of the verb from the two forms given in parentheses. 

1. Exactly eighteen ounces of water (fills, fill) this size canteen. 

2. Leslie Stahl is the only one of those reporters who (is, are) based in Washington. 

3. The bunch of ripe red grapes (is, are) delicious. 

4. Iceland is one of those countries that (has, have) little pollution. 

5. Gary's attitude, as well as his study habits, (was, were) improving. 

6. Neither the fans nor the coach (approve, approves) of the referee's call. 

7. Three-fourths of these diamonds (come, comes) from Africa. 

8. There (is, are) several reasons for Siona's decision. 

9. Everybody in the drama classes (performs, perform) in at least one play a year. 

10. In my locker (sit, sits) my tennis shoes and racket. 

U. The Martian Chronicles (describe, describes) the first settlers' adventures on Mars. 

12. One of the players (is, are) going to endorse a new soft drink. 

13. Onto the field (march, marches) the band. 

14. There (is, are) extracurricular activities that will help new students meet each other. 

15. Neither the elevator nor the escalator (go, goes) to the top. 

16. The jury (have, has) adjourned to discuss its verdict. 

17. Jackie's favorite dessert (is, are) fudge brownies. 

18. Where (is, are) the southernmost settlements on Earth? 

19. Politics (is, are) more than a hobby to Chester. 

20. Toward the pink sand beach and the crystal sea (face, faces) the windows of our hotel 
room. 
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Activity #23 
"Verb Tense" 



Use past and past participle forms correctly. In the sentences below, the present form of the 
verb is given in parentheses. Substitute either past or past participle, as necessary. 

1. Those two dogs have (fight) over the rubber bone before. 

2. The sun (shine) on the Arctic town for the first time in months. 

3. If the pranksters had not (fling) the keys into the lake, we would not have been late. 

4. Last Saturday i tell and (hurt) my ankle. 

5. It was the wagonmaster who (lead) the pioneers across the plains and mountains. 

6. No, Larissa has never been (sting) by a wasp. 

7. Samuel did not realize how much room and board (cost). 

8. In 1966, scientists (catch) a live pygmy opossum, believed to have been extinct for 
twenty thousand years. 

9. The votaries had (bring) sacrifices of grain and fruit to the altera. 

10. "I have (tend) you my favorite records,* said Charity. 

11. "Nobody knows the burdens I have (bear),* sighed the professor dramatically. 

12. Angi (break) the state record for backstroke. 

13. The snake handler had never been (bite) by a snake. 

14. The sturdy cloth was not (tear) by the briars. 

15. Father has (speak) to me on that subject many times. 

16. In our grandfather's garden, broccoli, corn, squash, and beans (grow) side by side. 

17. Dr. Melinski has studied scallops, but she has never (eat) them. 

18. Didn't Emily Dickinson write that the sun (rise) "a ribbon at a time?" 

19. Even before the volcano erupted, the earth (shake). 

20. After the winds had (below) across the desert, the dunes changed shape. 



Activity #24 

"Reading on the 8th, 10th, and 12th Grade Level" 
(12th Grade Reading Example) 



WEEKLY ACCIDENT AND SICKNESS INSURANCE 

If while insured, you become totally disabled as a result of a non-occupational injury or 
sickness, benefits will be payable each week while you are so disabled and under the care of 
a licensed physician. 

Benefits will be payable beginning on the first day in case of total disability due to injury, 
and on the eighth day in case of total disability due to sickness; however, no benefits shall be 
payable for any day for which you are entitled to payment under our Company's Sick Leave 
Plan. 

These benefits will continue for the maximum duration specified in the Schedule of Insurance 
for any one continuous period of disability. Successive disabilities separated by less than two 
weeks of full-time work will be considered one disability, unless the subsequent disability is 
due to a different cause and does not begin before you return to full-time work. 

After your return to work, if you again become totally disabled from a different and 
unrelated cause, you will again be eligible for benefits to continue up to another maximum 
duration as described above. 

In no event will benefits be payable while you are not under the care of a licensed physician. 

In the event of disability due to pregnancy, benefits will be available provided pregnancy 
commences while you are insured. 

After reading the above handbook excerpt, please answer the following questions. 



When you are injured or sick and cannot come to work, you are 



The payments you receive from the insurance company while you are sick are called 



Activity 025 
"Paraphrasing 



References: 

1 . William Toboldt and Larry Johnson, AUTOMOTIVE ENCYCLOPEDIA, 
1981 Ed., Goodheart-WiHcox Co., Inc. Chapter on "Storage Batteries." 

2. Martin Stockel, AUTO SERVICE AND REPAIR, 1978 Ed., Goodheart- 
Willcox Co., Inc. Chapter 22. 

3. William Grouse, AUTOMOTIVE MECHANICS, 8th Ed., Gregg/McGraw- 
Hill Book Co. Chapter 24 on "Automotive Batteries." 

Study Questions: 

I. What is the reserve capacity of a battery? 



2. What does the lead oxide in a positive plate and the sponge lead in the 
negative plate change to when a battery is discharged? 



3. What are the six (6) basic steps in battery maintenance? 
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Activity #26 
"Reading Notes, Memos, and Letters" 



Note From Supervisor: 
Joe: 



Please take care of this order for me. There are just a couple of things you should know 
before you start. 

1 . The order calls for 9 full units of 48805. We only have 8 1/2 units. Send 
what we have and make the adjustments to the Bill of Lading. 

2. The order also calls for only 10 units of 48814. We have 1 1 1/2 units in 
stock. I'd like you to ship the entire 11 1/2 units. Make the changes on the 
Bill of Lading. 

Take the shipments for the units 48805 form the V76JL skids numbered between 150 and 
250. 

Take the shipments for the units 48814 from the V76JL skids numbered between 245 and 
345. 

Be sure to record all this on the bill of lading. Let me know with a note how all this works 
out. 

Thanks, 

Jan 
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Activity #27 
"Using a Dictionary" 



1. What is electromagnetic induction? 



2. What is self-induction? 



3. What is mutual induction? 



4. Describe a capacitor? 



5. How is a voltmeter connected in a circuit? 



6. How is an ammeter connected in a circuit? 



7. What does an ohmmeter measure? 




Activity #28 
"Using a Telephone Directory" 



Refer to the following phone book strip and answer the following question. 

Hamel Root M 16 ffighbridge Dr .333-2125 

Hamel Root J 103 Bingham Rd 737-1430 

Hamel Robt S 18 Jenkins Prov 245-1021 

Hamel Ronald C. 21 Quail Dr 781-381 1 

Hamel S.A. 21 Dogwood Cir ....245-1560 



What is the telephone number of Robert Hamel who lives on Bingham Rd.? 

(a) 333-2125 (d) 245-1560 

(b) 737-1340 (e) none of these 

(c) 737-1403 
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Activity #29 
"Using a Table of Contents" 



Reading the table of contents is a good way to find out what is in a book or manual. It's a 
good habit to read through the table of contents of any book. You might see a subject that 
you hadn't thought of that might be of interest to you. 

Think about the books and manuals you use on your job. Which of them have tables of 
contents? Make a list of some of the manuals you have at work or at home that have tables 
of contents. 



1. 



2. 



3. 



4. 



5. 



6. 



7. 



8. 



The next time you use these books take a minute to read the table of contents. 
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Activity #30 
"Facts and Opinions" 



Determine whether the following statements are true by referring to the source indicated in 
parentheses. 

1. You can obtain a passport by contacting your local post office. (Contact the post 
office.) 

2. Alan Shepard was the first American astronaut in space. (Refer to an encyclopedia.) 

3. The average rainfall in Hawaii is thirty-two inches per year. (Refer to an almanac.) 

4. Andrew Jackson and Richard Nixon were forced to resign from the Presidency of the 
United States. (Refer to an encyclopedia or to a textbook.) 

5. The Cadillac was named after the founder of Detroit. (Refer to an encyclopedia.) 

6. The Canterbury Tales was written by John Donne. (Refer to an English literature 
anthology or textbook.) 

7. Teachers in your state are required by law to obtain a Master's degree. (Ask one of 
your teachers.) 

8. The word camera derives from a Greek word for a type of room. (Refer to a 
dictionary.) 

9. Robert Frost, the poet of New England, was born in San Francisco. (Refer to a 
biography or to a literary reference work.) 

10. Germany is the largest country in Western Europe. (Refer to an atlas.) 
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Activity #31 
"Recollection of Information ■ 



Make visual inspection under the hood of auto. Notice the wiring. 

Identify any primary wire and explain the function of the insulating material covering the 
conJuctor. 

Explain the functions of the conductor. 

Explain the function of a fuse panel showing insulation at work. 

Secure an old spark plug from your instructor. 

Identify the *wo conductors and the two insulators found :r. the spark plug. 

Explain how the two conductors and the two insulators of a spark plug function together 
to perform a task that is important toward the functioning of the ignition system. 

What is an electrical conductor? 
What is an insulator? 

When you rub a glass rod with silk, what kind of charge is acquired by: (a) the glass 
rod, and (b) the silk? 

The property of metal as a good conductor of electricity is determined by? 
Define an electric field. 
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Activity #32 
"Following Written and Oral Instructions" 



"Hello. This is Jan. I have some questions about the shipment going to Fullerton, 
California. First of all, can you give me the street address where we're sending this 
shipment?" 



1 

"Great. Now, what shipping order number do you have on that Bill of Lading? 



2. . 

"Thanks. A couple other things. I need the Car Number and I can't read it on my copy. 
Can you make it out on yours? What's the Car Number?" 



3.. 

"I also need the Seal Number. I can only read the first number. Can you give me the rest 
of it?" 



4. 



"One last thing and I'll let you go. What's the routing on this order?" 



5. 



"Thanks for your help. See you this afternoon. Bye." 
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Activities Showing Relationship of Basic Skills to Occupational Tasks Team Members: 

* Reminder: 

Do the activities: 

1 . show integration of necessary academic as well as vocational skills? 

2. allow practice or demonstration of competency or mastery of the task? 



OCCUPATIONAL TASKS 



Using wiring diagrams, the student will 
determine wire and fuse sizes with 90% 
accuracy. 



2. Using meters (V.O.A. ) and testers, the 
student will record on the attached form 
the appropriate readings with 100% 

accuracy. 



ACTIVITIES J* 



1. (Reading) Using a wiring diagram provided by the instructor, 

the student wi 1 1 interpret and record on an 
activity sheet wire sizes using amperage loads 
shown on a diagram with 90% accuracy. 

2. (Math) Using a wire gauge the student will obtain and 

measure three short lengths of solid electrical 
wire. The student will then record gauge size in 
thousandths of an inch and convert thousandths of 
an inch to mils of diameter by correctly moving 
the decimal point to the right with 90% accuracy. 

1. (Reading) The student will read and understand the meter 

reading activity sheet and set up a meter 
correctly for measuring the required electrical 
quantities with 90% accuracy. 

2. (Math) Given two known electrical quantities the student 

will demonstrate the use of Ohm's Law by 
calculating the unknown electrical value with 100? 
accuracy. Verification of identified value can be 
measured by the resulting electrical quantity witf 
100% accuracy. 



e 
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Activities Showing Relationship of Basic Skills to Occupational Tasks Team Members: 

* Reminder: 

Do the activities: 

1. show integration of necessary academic as well as vocational skills? 

2. allow practice or demonstration of competency or mastery of the task? 



OCCUPATIONAL TASKS 


ACTIVITIES* 


1 . 




1. 








2, 




2. 




1. 








2. 





1*7 ' % * - 

o 

ERIC 



TIH-4A 



Activities Showing Relationship of Basic Skills to Occupational Tasks Team Members: 

* Reminder: 

Do the activities: 

1. show integration cf necessary academic as well as vocational skills? 

2. allow practice or demonstration of competency or mastery of the task? 



OCCUPATIONAL TASKS 


ACT1VI S* 


t. 




1. 








2, 




2. 




1. 








2. 





o 
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Activities Showing Relationship of Basic Skills to Occupational Tasks Team Members: 

•Reminder: 

Do the activities: 

1 . show integration of necessary academic as well as vocational skills? 

2. allow practice or demonstration of competency or mastery of the task? 



occupation/it tasks 



1 . 



2. 



ACTIVITIES* 



1. 



2, 
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INTEGRATING BASIC SKILLS INTO THE VOCATIONAL/TECHNICAL CURRICULA 

USING COMPETENCY-BASED INSTRUCTION 
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